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- The need for legal assistants has increased substantiélly over the last few years
_as society has turned more and more frequently to the legal community for help in

*solving many of life’s problems. Attorneys are finding that employment of legal as- *
sistants not only helps to support an increasing work_lnad, but, may in fact help to

lower costs to consumers in some instances. v
. Recognizing the interest in and growing demand for well-trained personnel, the
" Paralegal Education Project was created by the American Association of Commun-
Yity and Junior Colleges in March, 1974, with a contract from the U.S. Office of Edy-
cation, Department of Health, Education and Welfare.* It was directed by the late
o , Kenneth G. Skdggs. The primary purpaose of the project was to develop, implement, -

and evaluate associate degree (two-year), certificate, and continuing education legal *

dssistant programs at six community and junior colleges.
Evaluation of the programs atthe demonstration sites was to be in terms of stu- ‘
. - dent mastery of techniques and skills. The curricula described in this publication
B are therefore-skill-oriented and performance based. . B
Goals of the Project were to be accondplished in three phases:

Phase I ‘Exploration and Development (March 1&74-Séptgmbef 1875) .
Phase I . Implementation and Refinement of Programs - i» <_
: C ‘ . - (September 1975-September 197 4 \ '
" PhaselH ,".Evaiuation (Septembeg 1977-March 1975) -

In preparing the demonstration curricuI;' and the examples presented, the pro-
ject drew heavily on the eXperignces of existing programs. In addition, the project
developed support and cooperation with various bar associations, legal-education
organizations, and institutjons. Of particular help in sharing program development

» experiences were the National Federation of Paralegal Associations, the National
§ "~ Paralegal Insgitute, the Standing Committee on '

, with legal assistant education,
- During the exploration and development phae of the Project, a task force com-.
posed of legal assistant educators, legal assisfants, and members of the bar, repre-

~ senting both public and ‘private practice, constructed a list.of core and basic. skills
commaon to most legal assistant roles. The list served as the basis for curriculum
design at the six demonstration sites providing a standard for a graduate’s .per-
formance. : . T -
The Project emphasized flexibi i/tiy in tailoring the basic skills list to each of the

six communitys’ need for legal assistants and to the differing resources of each
community college. Cooperation with the demonstration colleges consisted of con-

* sultation in' defining and marshaling necessary resources, and integrating basic

w7t skills it patterns of coursés. ‘ ) ‘
| hA national advisory committee monitored the Project, making suggestions and
.. evaluating activities and results. Members are listed in the acknq\yledgemengs.
\ ¥ The final product of the project is this Guide for two-year colleggs n;tergsted in -
' starting legal assistant education programs or upgrading existing ones. The pub!i-
cation will also allow other institutions with ongoing programs to measure whatt they
are doing against findings of »ihe Project staff. ‘ ' ‘

it

al Assistants of the American .
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There is every reasofi to believe that this activity has contributed significantly to
development of an important relatively new occupational field and, mare impor-
A * tantly, to spcial betterment. Results will have long-range impact on the legal pro-
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Smcu the inception of the first formal training
& programn Philadelphia in 1969, many events have
' occurred to advance and professionalize legal as-
- sistants and legal assistant education. Two schol-
arly articles establishing the right of access.to the
courts’ and other dispute resolution mechanisms
were written by Lester Brickman,' contributing
~ importantly to progress. These articles” suggest
- that the use of legal aa.sxs.tams is one of the, mast
efficient ways to guarantee the individual’s right of
access to the le.t.al services delivery system.
The American. Bar Association (through ' its
Standmg Committee -.on Legal Assistants) has >

states, well as the Federal Government, have'

~ established civil servxq"&.clasmfxcanons for Eeg,al

. assistants. Two national associations have been
formed, 10 represent legal assistants as indepen-
dent professionals. The Nationa! .Aggociation of
Legal Assistants has beguyn to certnfy legal assis-

-, tants by examination. The wast majority of state
and federal agencies have statutes or have promu&
gated reguianons which allow legal assistants (or

any non-lawyer) to appear on behialf of others.and

- agvocate cases for their “*clients.’* Legal assistants
ve been hired by'law firms, individual practi-
oners, carporate legal departments, utility com-

—

. Brickman. L Expansion of the umriul’muhm;ha
New Delivery System: Thﬁmudsmedl:nl
Paraprofesslonalism, 71 Colum. Law Rev. 1153; Of Arterial
Passageways Through the Legal Process: The Righi of Uni- .
o wrm:\mnm&umﬂumﬂug&wimwNYU
N ~ Law Rev. S5 L

. sects] THE GROWTH OF LEGAL e
~ ASSISTANTPROGRAMS ~

f . prepare legal assistants for private sector and fo,r

be\g,unkccredn legal assistant programs. Most |
as

improving other programs,

pames fmancml msututxons, msurancg <ompa-
nies, government agencies, unions, and hospitals,
More than 240 legal assxstant education programs
have evolved. There are.training programs that

public sector work. Programs are for one and two_
years. Shme offer degrees and some offer certifi-
cates. Some programs tmm speciahsts and others
train generalists.,

The number of institutional formal training
programs for iegat assistants has grown fromnone
in 1969 to more than 250 in 1977.* Some programs 1
have been created without sufficient advance plan-~

_ning and resources resultmg in difficulties in plac- - ¢

ing graduates and in gaining acceptance from the
legal community. Successful programs, which ‘
have been carefully planned, financed, maintained, - |
and supparted with” adequate _institutional re-
sources, have producgd ‘graduates who have been_

‘hired to work as legal ass*stants ina vanety of ca-

pacities. : R
The purpose-of thzs pubhcauon is to pmvxde a
plan for establishing and maintaining effectivé’ "
legal dssistant programs. It should prove useful to -

L I

_institutions interested in establishing programs, i

and it should also be of assistance in evaluating and’

[ . ’ .

.. R Ll NN

¢ - R

2. A st of existing legal assistant programs is available from the
\ American Bar Association Standing Coramittee on Legal As-
sistants, 1155 East Sixtieth Street, Chicago, Ii1inois 80637:

w8

- ]



.. quired to det
«Sorieone from the igstitution shduld be made pri-

section n lNlTIAL CONSIDERATIONS FOR

THE COLLEGE ADMINISTRATOR

This Section discusses the pnmary factors the
~ college president and other administrators should

cansider thoroughly prior to the implementation of

a Leggl Assistdnt Program. Topics included are:
assessment of need for a program; facilities and
~equipment; library ‘materials and structure; and
selection of a director. N o

ASSESSMENT OF NEED FOR A PROGRAM

Many legal assistant programs have' been
created without sufficient advance planning. These *
programs have expernenced difficuity ‘in placing -

graduates and,in receiving acceptance from the
~ legal community. Numerous problems may be
avoided by a careful assessment of the need for a
program prior to its implementation. This Sectlon

a, process for determining whether a
program is needed in the geographical area and
whether the institution has the financial ability,
p‘nysncal facilities, and academic flexibility to ful-
" fill whatever needs exlst * .

 Informal Evaluation of Need « & .

onths of intensive evaluation is ré"
ine whether a prégram is needed.

"At least six

marily responsible for evaluation. The best ap-
proach is to arrange for evaluators to set up a

_seriés of interviews with a variety of peopie who

can provide information on the need for legal as-
sistants/The availability of éxper{s in the legal as-
sistant field will, of course, depend upon the stage
of development of legal assistant work in the par-

.ticular location. Informal person-to-person discus-

sions should be generated among several cate-

- gories of persons, such as other program directors,

local attorneys, and legal assistants.

If other legal assistant programs exist withinor "

near the geographical area, they should be visited.

Program directors, administrators, and students

- should be interviowed. Of special importance is &
‘careful analysis of whatever efforts they have made

to determine needs beforestarting their programs.

If the nexghbormg program has not been in exis-

‘tence long enough to have meaningful placemem :
statistics, questions should be raised as to possible

demand for 5,Paduates from an additional pro-
gram. '

Most legal assistant programs seek to place the
vast majority of their graduatés with attorneys in
‘private practice. Therefore, kocal attorneys who-
have used Tegal assistants should be asked for in-
formation. They will be able to describe the traits
that arevimportant in their choice of legal assis-
tants and whether they feel the legal profession will
hire legal assistants who have been trained at the
institution. Such attorneys may also provide a nu-
cleus for a future advisory commlttee andfqr fac- -
ulty

Perhaps the most vital sources. of mformanon
‘are the employed legal assistants. It should always“
‘be remembered that many other persons will be
very much in favor of the leg,al assistant concept

. and yet will not be in a position to accugately assess

_potential job needs. The employed legal assistants
are probably the best source of information as to

. the present and ‘potential job market. They will be’

able to explain their training and how they found
employment. If there are no legal assistants avaxl-
able, it is possible that legal secretaries, who alse
often function as legal assistants, could provide

useful insight into the local situation, Legal assis-, .

.tant associations should be contacted for thexr

' oplmons as to the need for additional legal assistant

programs and the jOb market for legal assistants.

N e
A
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Inquiry should be made to local schopls to de-

.termine whether there are professors who are

leaders in the legal assistant education field. Pos-
sible connections with the law school in the devel-
opment of curriculum materialg should be exc
-plored, and endorsement ofethe proposed program
‘should be sosght. Of particular interest is the law
library facilities and whether this would be avail-
able to students for both individual and class use. It’
-should be remembered, however, that the training’
for legal assistants is very different from that of

-1aw school, and therefore, not all law professors are .
successful mstructars in Legal Xssistant Pro-
grams. Y

Inquiries should be mdde of both the state and

* 10cal bar assocxatxons for their opinions and en- ’

dorsements A determination should be made as to
whether a commitee oft legal-agSistants has. been
set up by the state or county bar. Support of thebar
association can be critical in selling’a program to

.attorneys. If the bar is unwilling to assess the'nepd

-~
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for a legal assxstam pmgram. then the possxbxlﬁy
of success’is diminished. ©
Discussions should occur with Judges to seek

~ their endorsement of the feed for 4 program. It-

~should. be kept in mind, _however, that practicing

attorneys rather than ).udges will be the pnmary
Lmployment source for graduates. '
It is highly recommended that the institution

~-engage outside consultants in the legal assistant

-

¢

" field. Thése consultants preferably would be prof

- gram directors from other institutions who can as-
© sistyou in all phases of pkummg and tmplemenn
the program and can help atoid difficulties.

\,

‘In determining the need for a legal assistan
program, effort should be madeYo identify needs of -
particular area industries. If there is a strong con-

. centration of government the insurance industry,

the real estate industry, labor unions, or sdcial
‘agencies, it would make sense to direct the pro-
gram toward training legal agsistants to work in
theSe areas. If-there is a‘large concentration of cor-

porations, it would make sense ta train personnel -

for corporate law. If there is a type of major spe-
cialization in the legal commumty, that should be
taken into account as well. .

Formal Evaluation .

1t is recommended that prbgram organizers en-

courage the local bar associatjon to form a special
committee to help determine need gnd authorized

- to give a formai endorsement to the establishmgnt

of a program. Assisted by program staff, the bar

committee should conduct a survey of practicing.

attorneys to determine whether they will hire {egal

*
I3

‘sue the establishment of a program. Obviously, a

. program should not be started in the event that the
survey results are Jiot favarable. Even if favorable,
the survey results should be weighed carefully.
Experience hds shown that it is mucheasier for an
attorney to state on a questionnaire that he/she will
hire two legal -assistants than for the attorney in*
fact to do so later on. :

Careful analysis of formal and mformal evalua-
tion results should occur before ‘starting a pro-
gram. Legal assistant programs require a specia-
lized curriculum. Additionally, the programs
require a.specialized curriculum. Additionally, the
programs are expensive and demand a substanuai

. institutional investment to produce a quality pro-

]

assistants. it is suggested that an expert from the. )

institution be.recruited to set up the survey. This
person will be able to determine how large the sur-
vey should be and to ensure that the survey results

. are reliable. Care should be taken in the survey to

" define particular tasks of legal assistants so that
atteme)é can respond more knowledgeably. Copies |

of survey reports aiready available should be re-

viewed.' Upen receiving responses from the attor-

neys, the expert should tabulate the results and re- .

port them to the bar committee. The committee can
then make a formal endorsement of the need for the

" pragram, if the survey results are favorable

Determination For Implementation .
Af&r oomple:mg the irfformal and formal eval-
-ation of need, ¥ must be decided whether to pur-

<. Forexample; 4 bar committge survey was taken in Hawaii and
ity results zr&e avgilable fmm ihe Legal Assistant Program,
Kapiani Lommqmty Coilegc 820 Pcnsaco{a Street Honoly-,
l_u, HI %814, .

‘gram. A program should be implemented only

- when (@) the institution has the financial resources

to program and has the acaderic ﬂ;x
-~ ibility ¥quired to implement a specialized curric-

ulum; and (b).the informal and formal evaluation

* results ctearly indicate that the legal community is

convmt:ed that it is needed. .

n‘ -\

Staxement of Goals and Objectives S .

" If alegal &s:st.mt program isto be estabhshed
a statement of program goals should be written in
accordance with' Sectian G-201B of the Guidelines -
and PrOcedums for Obtaining Approval of Legal As-:
sistant Educahon\ Programs.’ Then, procedural
formalities by the. “institutjon should be completed
and formal approval _obtained. Care should be
taken not to structure ' the program proposal so
‘rigidly that the future director does not have
flexility to design a workable - program in cooper-
ation with the advxsory commxttee and others.

CHECKLIST FOR ASSESSMENT OF NEED

Informal Evaiudtmn of Need.
- Have the following been consulted:: . .

Other legal assistant programs in the area?
Practicing attorneys? ~
Practicing -legal assist ms,
‘and legal assistant associatio
Law schoqls?

State and local bar assoc:atxon ?
Judges?

Consultants? -
Specialized Groups?

4 ¥

. 2.Copies of these Guidelines are available without charge from

the American Bar Association Standing Committee on Legal

2 Assistants, American Bar Association, 1155 East Sixgieth

-~

Smeet, Chicago, IL 60637.

-
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< . " ~Mas alocal bar association :pecmi commiittee -y

-legal assistants been est..:n.)hshe:d‘J
‘Has“a thorough survey of pramcmg attumeys
been oonducu:d? o

e - ‘e . I}

Determxmumx for Implememanon ‘

. .- Have the formal and mfurmal eva!uatxuu resultg
’ “been analyzed and found favorable? |

s Have fm.mcml resources and dcademic { lex:b:l-‘ ’

* jty of the institytion been anmmed and (ound to
- be adequate? .

P Smwment of Program Goals and OBjectives -

ﬁas there been compliance with ABA’ Guldelme
| G-201B?

.' Has sufficient flexibility for future development .

by the prug,ram dxre«.tox‘ heen preserved?
\ .
F.AﬁiLlTth AND EQUIPMENT

()ne of the pnme consxderan*s in the deustog-
- gram involves the proper selection and use of facil-
quahty of rewurces needed will ‘@epend upon the

expense of these items should be considered’in’ fi-

nancial planmn;, and in determining whether o

begin a4 program. ‘
: Three ABA Guidelines are directly relevant to
» . the subject of facilities and equipment. Guidelines
‘ G-701 requires that “‘the physical facilities of the
institution shall permit the accommodationofvary:-
: ing feaching methods and learning actjvities."
¢ .. Guideline G-702 requires that “space, equipment
S and other instructional aids should be sufficient for
the number of studetts enrolled in the program.”

; « {strative and other staff showdd  have office and
' work greas suitable for perforn’nng their duties

. " Classroom leiues and Instructional Aids

. The classrooms should be equipped with suffi-

N - cient seating for the students. The chairs should
R allow for flexible seating arrangements for alter-.
“natives fo the lecture — such as video taping of in-.-
terviewing and counseling, mock hearing situa-
tions, panel discussions, and group presentations.
‘The instructors should ‘have  readily . available
various instructiopal aids including blackboards,
.overhead projectors, motion picture projectors,
video tape equipment and cassette. recorders.
Maintenance for equipment should be #asily ob-

-

) makm;, process for starting, a degal assistant pro-- F‘ However, efforts shauld be made to eneourae.e ‘
- ities and equipment. Obviausly, the quantity and

.. size of the program to be instituted. The ,sxgﬁmcam.‘

. Guideline G-703 requires that the *‘faculty, admin- :

-
L]

e .

' tainable. Small seminar rooms should be availagle
with seating arranged around 'b}e to provide for
greater group mterannon T . '

. Student Facilities - . oty
~ In addition -to adequate classrooms, students > 5
need additional facilities. These include a student”
lounge, a- place o conduct workshops. library_
space, and an gdequate study area. Thereshouldbe - ..
a distribution center where students may‘obtam y
course, m.xtenals Often the needs of the legal as- °
sistant pregram can be mtegrated withiin existing
* facilities of the institution. However, the institution’
must be willing to operdte during ‘evening hours
since suéh hours will be more appealing to many
- students. T '

Ofﬁees and Equipmem

~Full-time and part- txme faculty should be pro- 2
. vided with office space sufflcxent for counseting

. students and for preparing for courses. Part-time

faculty who are practicing attorneys often prefer to .
use their own law offices for course preparation.

part-time fdculty to hold -student/faculty contact -
hours oh the campus. Small conference facilities’

. .should be available to the director. and other staff.

. There should be sufficient'space for clerical staff, .
physxcany located in space near that of the director,
and part-time faculty. Secretarial staff will need |

- space for assemblmg materials, due to.the large
dmount\)f locally prepared materials in each pro-
gram: There should be adequate storage space for
duplicated materials and for supplies. * =~ .

The offices for faculty and staff should be well
equxpped with dictgting and transcnbmg equip-
ment, typewriters, hotocopy and mimeograph
‘machines, file cabmets. book cases, and tele-
phones. Many institutions have experienced a high
part-time faculty turnover rate due partially to in-
adequate facilities and equipment. Practxmng at-
torneys are professionals who are accustomed to
having high quality equipment and office space.

- The institution desiring to attract: and mamtam

* competent faculty must.be willing to make the -
necessary expmd&ures for equipm'ent and office
space.

NS SRS g e e e e —— e
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cuscmsr FOR FACILITIES AND
EQUIPMENT ’

Geneml Consxderuuona

Have the requxrements of Guidelines G- 701 G- :
702, and G-703 beeén reviewed? Have sufficient .«
quanunes of aﬂ items to meet the needs cf thée

w . *



sife program been esubushed been ordemd?
Has fiscal planning included future addiuons of-

- af facilities and eqmpmmu mcludmg reptac&-
b ment? .

’
-

Classmom Facilities and Instructional Aids
* Are clagsrooms eich equipped \m.h auffxqent
seating? ' A
Does the student” seatmg allow for flex;ble
L. seating -arrangements for alternative teacmng
© ' prgsentations?
~ -+ Are there sufficient mstructxonal aids includ-
ing blackboards, averhead pro;ectors videa
tape equipment and cassette recorders?
Is rmmtemnce available for the equtpmenti’
Are smau seminar rooms avmla.ble?

s StudentF.scihtxes | L,

+ ». Is there a student lounge?

Is there a place te conduct workshops?

Is there adequate library space? ,
> Is there an adequate smdy areafor the stuy-
- dents? '

- Are the student facilities avallable to evenmg
© students?

s there a mstnhuticm center for sxudent mate-
rials?

.

Offices and Equxpment L T

- Have part-time faculty been. provxded with suf-
s . ficient office space? ,
L Doés the diréctor have Access to a coriferenoe
'  room for small meetings? -

+

" Is there sbfficient room for office starf and aje -

these offices cunvemently located near the
director and part-time faculty offices?

Is there sufficient space for assembling mate-
rials and for storing’ duphcated materials and
supplies? -

.Is there sufhcxent equxpment for !aculty and |

staff, mcludmg dictating and transcribing
equipment, typewriters, photocopy and mimeo-
graph machines, file cabmets book cases, and
telephones?

LIBRARY MATERIALS AND STRUCTURE

——~—ABA Guidelines < — -~ -

ABA Guxdelme G-GOI sets forth considerations

. for the hbrary and its contents:
shall have available a library adequate for its pro-
-gram of educatioh -of legal assistants. A library
shall be available containing volumes and materi-

-als which are relévant to and adequate for the .

% . courses being taught. The adequacy of the library

i

“the institution -

should be appmved by thé advisory committee and
should be developed and mmntamed with the sy
pervision of the faculty.” -

Students should be msuﬁcced in the proper use

.of a law library priar to bexng gwen hhrary as- .

sxgnments

.o

Law Library Aeeels smnun
The adequete preparation of leg,&l assistants re-
-quires that the stydents have

law. library - for legal research and general
coursework. The ABA Guidelines leave openh the

possxbxhty for a program to develop and maintain
“its own library. However, the expenseufacomplete' o
law library is prohibitive. This means that pro- .

- grams should make arrangements for students to

, “use a nearby law school umversxty. or county law

hbrary ,
ngnm Ubrary Mnterinls

- In addition to havmé acces:. toa complete law
library, it is hetpful for program students to havea

ot

collection of law’ books in the msututmn s or pro- |

gram’'s owm library for reference by students and
instructars relative to class ass:gnments The con-
«tent, location, and physxcal adequacy of the pro-
- gram or institutional library should be approved by
the advisory committee and should be developed
and wmaintained with the superv;snon of the pro—
gram faculty.
Ideally, the xﬂstntuuonal or. program library
) ShOtlld contam ‘

AN

, state reportex‘s (supreme court and appellate%
. state digests N
- state Shepards Citator
state legislative materials

local and state bar jeurnals. and news)etters
gthnee to five copies of all course ‘texts
- & complete set of hornbooks

complete set of Nutshell series .

. several good law. d:cnonarxes ¥

form books ‘
" resource materials for faculty members
pracnce manuals

specialized matenals on the use of legal ©m

- assistants

The ‘nature of legal source materials is suc
that sameone must be ¢trained to keep the hbrary
¢urrent and in order. The institution must . be
willing to make the significant expenditures in

updating the volumes, budgeted as 'qq‘punuing '

-

to a complete -

w,

A, L
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N Progmm Library Matenals '
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. yeat:ly expens&s for the life of the program Secu-
*. rity must be provided, since the lgss of & volume

can make an entire set worthless for legal re- *

~ search, The security. problem is” e&pecuuy diffi-

cult, because students must have ppen access to
the shelves. The library should ha\le tables of suf-

ficieny size to allow researchers ample work
- space tor using books and otber materials.

cuagxus*r FOR mrammm
'~ STRUCTURE

‘ Gmeral C(msnderatlons ’ A L

-t

s there comphance with the requirements of
ABA QGuideline G-GOP :

o -‘de L)brary Aocests

Hdve arrangements been made for students to.
‘have access to a complete law hbrary
through a nearby law school, umversxty, or

. COURty law library? o oy

Is the program or mstttutton able to ohmkts .

_own basic library materials? o

| Has the advisory comrmtte}app'roved the
materals, locatign, and structure of this
library? :

‘Has this program or mstztuttonal hbrary been
de\-eloped gnd maintained thh the auperv:ston

/of-the pragram faculty‘> '

“Has provision for someone to be in chdrge of
kegping the library current and m order been
made?

_ Has the institution budgeted for the yearly .

) updating expenses associated with the library?

Is there open dccess to the Mwes for the .
studerits? :

'« Is there adequate space for researchers?

SELECTION OF A DIRECTOR

. After the need for a legal assistant program _
_-has been determined and the institution has de-
~ cided to implement a program, a director must

be selected. The importance of selecting a well-

" - qualilied person tu administer the service cannot

be averemphasized. It seems clear that the single
most important factor in determmmg the quality -
of a legal assistant program is, the ability, en-
ergy, and interest of the director.

&i

 full-ti
- sponsibility for the program along with a number

L 3

“In this regard, the ABA guidelines for approv-
.ing legal assistant programs should be reviewed
+ carefully~and followed. Guideline G-401 requires

that t,he”dnrector must be someone who is com-

mitted to'the training and use of legal assistapts..
He or she should have expertise in- the field from

. education, knewledge, ,and experience. The direc-’

- tor shoukl have demonstrated his/her commit-
ment by using legal assistants in private practite-
or in another legal servicés position. , '

ABA Guideline G-402 requires that the director |
be a full-time member of the parent institution be- .

cause of the amount of time*requxred fo adequately
* administer the program® Evaluation of programs

actoss the. country provides convineing evidence

that the director. must also have responsibility for
the legal assistant pmgram exclusively. The more
effective programs havg, a person whose para-

mount responsibilities are those of administering

and teaching in the program. The situatien where a
e edycator or administrator is assigned re-

‘of others has generauy not produced a s’trong pro-
gram.

Guideline G-402~ also requires that the director
have sufhcxent authority to direct the program. It
"is essential that administrators of institutiohs re-
ahz.e that legal assistant programs have many

R

. ‘characteristics that require them to be treated dif- . -

ferently than other programs. The director must be

-~ able to implement changes that will st(engthen the

pmgram, even though changes may make it stand

‘apart from the others within the_\g.nstttutxon o
In addltmn to the director’s need for authority,
. he or shé must have sufficient time for administra-

_ tion. Because of the uniqueness and newness of the

Jegal assistant profession and the training pro-
grams, the director must take the major responsi-
bility for. defmmg and 1mplementmg the philoso-
phy of the program, ensuring that it responds tothe
needs of the community, promoting the program to-

for the admxssmn of studems. attracting and re-

 stantive course, dxrectmg the training of these fac- «

ulty and promoting their professmnal development,
coardinating the development of curriculum mate-
 rials, securing adequate funding for the program,
coordinating an internship experience, teaching
classes inthe program, advising and counseling stu-
* dents, placing students, and contacting alumni to
evaluate and modify the program where necessary

i

* potential students, overseeing the selection process :



‘adequate time for the director o carry out these ‘ o
‘ . 'f”*'.flleeommended Procednres for Selcction Lo

*
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B u is obvious that thh all these duties, the dchtor -

cannot also carry a full-time teaching load. Compli-
ance with' the guidelines and with cqmmon sense
dictates that astrong program is impaossible thhaut

dunes

e

Characteristics and Qualifications °

. The director should be a person \mh legal expe-

_ rience, preferably an attorney. Background in edu-
cation and/or ‘program adminisiration can be
“helpful but should not be the major critgria for se-

lection, This is espgcially important in the early
stages of the person’s work. The director needs to
be able to deal with the legal communify. It is un-

~ likely that a person without legal expenence could

maintain an e{fectweﬁreiatwmhxp with the bar as-
sociation much less: mnvmce lawyers to employ as-

Cylstants 8 ¢ e

But prior administrative experxence is also neo
essary. Serving the needs of the 100-200 students,
working within a complex institution, and working
in the ‘community and with the-bar association re-
q.uxres skills in administration. It mkes such expe-

“rience to effectively organize the program, sched-

ule classes, work with budgets and funding

. proposals, develop training pmgrams?or Iawyers. :

and set upinternships.

- Prior experience with legal assxstamﬁ is also
~ necessary in order to obtain credibility within the
legal or educational community. This means that
the director should have worked as a legal assis- -

tant, employed legal assistants, or have worked as

an attomey supervising legal assnstani% at’some
point an his/her career. The director must not only

“be personally committed to the use of legal assis-

tants but also must be able to convince others to use

" them. Only prior experience can provide the tools

and the credibility to succeed in seumg the concept
to others.

Previous educatmnal experience is extremely
helpful if the director is to function effectively in

‘an educational institution. Since most director-

ships will also involve teaching, previous teaching

. experience should be required. One of the most dif-
~ ficult jobs that the director will have to performis
that of training the practicing attorneys, who are

experts in their fields, to become teachers who can
convey that knowledge to students in thg program.
He/she should have experience in development of
curriculum materials as well. | :

Such personal characteristics as pragmatism,
enthusiasm, and optimism are essential. The

director spends much time with students, many of

g s Caws e T T Ny
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whom ane young, so he,fshe should be able to relate

to and communicdté with them. The ability to listen

as weu as to counsei is most deﬁu-eahle

i
.First a pre-screening committee should be
‘formed.. This committee should have representa-

" tives from the local bar, the educational institution
and the local legal assistant assocuuon (or a'legal -

gssxsunt- representative).
Secondly, -the position should be advertised

widely.. Such advertising should be consistent with
- Equal Employment,Opportanity ‘guxdelmes.- D:gal
'assxs;ant associations and legal assistant edm‘:a-

tors’ associations should be informed and asked to

announce the position opening. It.should be adver-

‘tised in local and state bar Juumals Notices shouid

besentto dxrectcu's of all pragrams an the list of the .

American Bar Association. .
Fmally. the committee should assxst in screen-

7 mg applicants and presenting the three best candi- .
dates {o the educational institution for selection,
- along with the committee’s assess:ﬁents of the
. candxdates . s . a

Lt [
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Coutrw for the.Director

Once the program is functioning smoothly,
nine-month contract is sufficient, allowing for op-
tional summer teaching. Howewer, in the initial:
.stages of the program development (certainly until
the first class has been graduated), an 11-or 12-
month contract permitting execution of adrmms-
trative duties is essential. -

It is crucial that the director be placed under o
- contract at least six months and preferably one
.year before the first students are admitted to the
program. This time is required to produce curric-
™\ ' ulum materials; locate competent faculty, set up

admissions procedures,.and carry out other organ-
izational functions. .

Experience suggests that a memorandum of
understanding should be drawn up between the in-

stitution and the director. Essentially, the institu--
tion should agree to support the program with the

necessary financial resources and to recognize the
special needs of legal assistant programs that set
them apart from many other educational offerings.
The director- should obligate himself/herself to
make all reasonable efforts to establish the pro-

- gram awd to remain in the position long enough

(two years) to get the program fn'mly estab-
hshed

bos
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4"+ "Duties of the Director | E
-« The duties of the du'ector should be mclud
~  an appropriate job dacnpnun While mapy of the

* .. [following duties should be delegated, the directar
- . should have overall punsxbxhty for::
L e teaching in the program (including -
" | - preparation and svaluatxon) - .
- . promotmg and ddveruung the pmgmm -to .
' students . k .

® counseling new stuﬂents regardmg
admissions. . R

] handlmg, admmnstratwe details regardmg ‘

ST students *. S L
’ h.mdlmg, admmxstmtxve detaus regardmi, .
faculty o ‘ <.

0 counselmg students dlready in the progrdm

- . meetmg institutional demands mcludmg,
' g - - those involving departmental meetings,
‘o committee work, and program reporting

o e wourking wilh the advisory committee -

. . . .

o developing and supervising internship -

. programs . . ‘ .

¢ developing and revxsmg ddmxs.smns triteria
. xmpiemgmmg admissions mtemg .
e dgvelopiné new curriculum materials
. OSchedulmg of faculty and classes '

@ planning and implementing ABA approv:ﬂ
» - procedures . - e Py
/' evisiting other programs . ‘

. e undertaking professional travet and -
« " consultation for px’ofessmna], growth .,

e providing in-service education for faculty

L4 .

.

o revising and updating curriculum materials
e Evaluating the program

: \M\
® assisting in the placement of stude

graduates
& handling alumni relations mcludmg alumm
. Tevaluations of the program > -~

Osecuring fundirig for program operatmn and
deve!opment .

-

~e.

It is obviously nmpossxble for the. diréctor to '
. teach full-time and also give appropriate attention .

in

~* counitry. Even this kind of system, however,..will .~
allow-only modest time for teachmg“ o S s
3 L .

- Travel and Professional Gmwth
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to administration. Teaching which keeps the officér

in contact with students is necessary. But the time
spent must not be allowed to interfere with primary ~
resporiaxbxlmea The ampunt of time will vary, de- .
pending on the si2e of the, program and the number ‘

of support staff. It should\be noted that two persons
can_share the directorship under Guxdelme c402, .
and this is working well ina few programs in the

e

el

“- W -

The dxrect.m- shnuld he 4bLe m attend relevant
Lonferences ;uch as the ABA National Conference . - .
for Paralegal Educators, The administrator should 4

_ ‘also be ffvee to visit other programs in the country

dnd‘éngage consultants to evaluate the Program. -
Clearly, the best programs in the coumry are those .
in which mandgers have had the greatest degree of -
mteractmn thh then‘ count‘érparts elsewlfere.
CHECKLIST FOR SELECTION OF A ' .
DIRECTOR SR

GeneraPConsxdemtlons . . ‘ )
" H4& there been compliance with relevant ABA
Guidelines G401 and G402 regardmg the
qualifications and role of the dxreqmr?

- Characteristics and Qualifications.

Is salary allocated for a full-time director who LT
« will work excluswely for the legdl assistant . ‘
program? . :

. Does the director have prior- admini strative '~ "~ -,
expernence" - S S ‘

Does the director haVe pnor expenence with
legal assistants? SUY -

Does the director k’ave prior teac_hmg
. experience? .

' Does the director have the necessary L
persondhty chdmcterxstms? ;
Procedures for Selection - , . .
Does the pre-screening commxttee include: - ‘
(1) Students from program?
" (2) Legal assistants from cummumty" . ~
3) Practxcmg attorneys? ' '
(4) Personnel from institution?

" Have notices been sent to directors of existing
‘legal assistant progr'ams? o
Have nonces been sent to programs on ABA ' _
list? . . . , B

Lol



. . - " f 3 '
Have notices been sent talegal assistant

. asaocmtmns"

Contract {or the Dxrector

»

associgtions and legal assistant’ educators -

. Has money been allocated to pay.- thé director

- at I
mgram

Is there SUpport for a summer contract for the

directgr during the first two yea@ of
pmgram" ' o

S %
" Duties of the Dnrecmr

Is the job description adequate?
Teaching Load of the Director ~ ~

1'Six rgonlhs prior ta the besmning of

Is there provision for § reduced teaching load

for‘the director? E

3

; ~ Is there a reduced teachmg guad when two * ..o
persons are co-directing? v ,.\ G
: .Travel and Professional Growth - N
‘Is there adequate fundmg "for travet and
professional growth of director? ’
. Are there funds to support assistance?
’ -T ) ‘ 1Y
" . ’
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section 111 GENERAL CONSIbERATIONS - [ L

FOR THE PROGRAM DIRECT OR

« -

This section discusses the primary factors the
_director should consider in xmplementmg and
mamtammg the program., Included are; establishe

—ment 6f an effective advisory committee; program

organization and.structure; selection of faculty;
admission of students; program maintenance and
“evaluation; estabhsbxpem ol"an effectwe place:
ment program. |

AN EFFECTIVE ADVISORY cormrrrr:s' v

Tremendous emphasis has traditionally been
placed upon the formation and ‘use of advisory*

committees ' Yet, there is indication, that most

programs. have not been using advisory commit-_

tees effectively. Five major reasons have been iso-

- SOTY curnmittees are avaitable. One is the following bookw hich Moreover questions have arisen as to use of busi-

A

tees.

. , ny
® Many vocational educators do not see the
“value’ of advisory committees because of
"their misconception of the functions and
~ roles of sych committees. '
eMany vocational educators say that they have
neither the time nor means to effectively
*‘communicate’”’ with advisory committees. °
®Many vocational educators are not ablesto
provide the leadership to effectuate and
utilize advisory committees to their
maximum potential.

e Many advisory committees exist merely as
‘‘paper committees’’.

®Many advisory committee members doﬁot

- understand their roles and functions in the
development or improvement of vocatjonal
programs because of the lack of guidelines
and direction on *‘how to do it."*

"Advisory committees are effective only whei‘,e
certain cirGumstances exist. The members must be
carefully selected for the size must be manageable.,

'Several publscaﬂuns on the organm\mn and gperation of advx-

inciudes comprehensive appendices containing sample check-
lists, letters and forms: Riendeau, Albert J., Advisery Commit-
tecs for Occupational hmuoa (New York: McGraw-Hill Book

. Company, 197")

| erfeciively as a single group. Subcommittees rﬁus_t o

Al
-~

I .
-

~ be formed to carry out the actval work.
" . The director and the institution must take

-

~

seriously the suggestions of the committee. Intelli-
gent committee members are not goin continue
to give time and effort if advice and recommenda-
tioss are not followed or, at thé very least, consi-

dered. Thus, while the role is “‘advisory,” in reality
the role njust be much greater in order'to maintain

interest and support. The,committee will [ail if it is

- viewed only as a rubbef stamp or merely as a for-'-

malxty to meet the ABA Guidelines. :
The traditional advisory committee is often a

i “‘blue-nbbon panel” that meets rarely and whose

lated for the meffecuveness of advisary commit: .

,subcommittee structure in all phases of the opera- .
tion of a legal assistant program. The advisory

primary purpose is to give its blessings. That con-

cept is not a valid one. The advisory committee’s

involvement should be integrated with a workable

committee should be extensively invalved in many
- fupctions: "

A subeommxttee should act to pmvxde screemng
and interviewing of'all facuity members, both full-

timeand part-time. The director should sit with the -

subcommittee during these meetings and should
then process the recommendations of the subcom-
mittee through proper administrative channels.

A subcommittee.on ¢urriculum should be creat-

- ed to consider all curriculum issues before these

issues are conSidered by the campus curriculum

committee. This includes reviéw of course content,

teaching methods, and materials.
A subcommittee or the advisory committee pro—
vides.a superb mechamsm to -assist with job and

fieldwork placement. This subcommittee needs a '

strong spokesperson to act as an additional force in
encouraging the initial placeffient of graduates.’

A subcommittee should be formed to consider
ethical issues raised by legd| assistants and to con-

. -sider whether legal assistants should be‘ certified.

Most advisory committees are too largeo function -

10

‘coming into contact with ethical issues concerning -

A} -

Legal assistants, as emerging professionals, are

ool
S
d
-
I
<
* *
L]
-. n\ﬁ.
.
s
4 #®
*

how far they may go in handling legal matters. . -

ness cards and the use of legal assistants’ names on
letterheads. A subcommlttee could help to re#ol
such issues. - L y -

0
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A" public relations subcommittee should be

f&'med to promote the program within the general
‘community and within the legal community. The

subcommittee can operate (o increase the level of

LS

SN kP . . ’ 1

adwsochommntee shouldbe lhme of L

recommending admissions standards and |,
recruiting qualified applicants for the ™+ -

program; recommending the content of the - -

awareness of the consumer regarding the rqle of - atraining program on the basis of broad.

the legal assistant, Consumer interest in an sup-
port of the positipn will have impact on job place- -
ment. This subcommmee can also hold seminars at
local and state bar association meetmgs to explain

- theeffective use of legal assistants. -

The advisory commitiee may also assist the
prégram in conducting surveys of practicing attor- -
neys, practicing legal assistants, and program

' graduates — and in | evaluating the scope ‘and de-

vc,lopmem of the program. The quahty advnsory
' committee is a potent fgrce for maintaining the re-
sources necessar’y for a quality program.

Advisory Committée Guidelines - -

" Section G-203 of the ASA Guidelinés for the Ap-

proval of Legal-Assistant Educaticn Programs sets
specific requirements for the camposition and role
of the advisory comm:ttee Experience shaws that..
these guidelines are totany consistent with the ob-
jective of creating strong advisory committees that -
will help to xmprove a progrdm

According to Gu:delme G-203, *‘the legal assis-

tant education prq,rama including programs of-

fered by law schools, shall have an advisory com-
mittee including practicing - lawyers, legal
assistants from the public and private sector, fac-
ulty und school administrators and one or more

- - members of the general public.” . -

The 5uxdeimes.further supulate.

“The legal assistant education program
should have been planned in cooperation with

~ state or local bar associations as well as with

representatives of law firms, legal agencies

and other potential employers of legal

assistants. V7
* *‘A broad scope of potentmi users of legal

assistants should have been wnsutted

. throughout all stages of program development. *

‘‘Feasibility studies should have been
conducted prior to starting a program, and all

__'______educational resources of the community should

have been involved in the planning to assure

- utilization of available expertise and to

minimize duplication of ‘effort.
‘A permanent advisory committee should

 be utilized, the members of which are

completely familiar with the objectives of the

program. Some specific functions of the -

0y .

outlines ‘provided by the committee;
recommending space and equipment needs for
effective training -locating outstanding,
experienced and professibnally able ‘men ahd

* women to act as instructers; informing the

educational institution as to changes occurring
within the field; deﬂermimng future trends for
the legal assistant field,_reviewing constantly
the education progr%n and recommending -
- improvements for co sideratiqn; .advising

* program officials about gmployment
opportunities for:graduates; and publicizing
the program and securing community
cooperation and mterest '

Composition of theCommiuee
The key determination for selectmg advxbury

committee members should be the consideration of
how much the individual can assist the program.

This means that the committee members must be
drawn from a broad base. The purpose of this sec-
tion is to indicate the types of persons who Should

be selected for the vanou: posmons art the com-.

mittee:
The assumption is that the committee membe_rs

- will serve without pay. They wil] be formaliy-ap-

poirtted by the college president or provost, but, as

a practical matter, the provost will usually appoint .
those who are recommended by the director. Thus, g

it is critical that he or she select persons who will

effectively carry out their responsibilities. Here |

are the types of persons that shouid be. cons:-
dered.

The pmminent attorney gives the program a

direct communication link to the power center of
‘the local bar association. This person also helps to

. assure attorneys that the program is “*solid,” due
to the involvement of someone who is well-respect-
_ ed in the legal community. Assistance

the presi-
helpful in

dent of the local bar association may

. obtainjng the services of such an indjfigtual. - — .

The committed attorney is one is willing to
work and who believes in the legal assistant con-
cept. The *‘prominent attornéy’’ may not be in a
position to assist on a regular basis because of the
press of other duties — or may not have experience
with legal assistants. The committed attorney,

therefore, who has working familiarity with legal

- «EN R ,*
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© sion; their interest level is high;-and*they are in--

- +

_— usaistants can help bndgé the gap. Such mdwxdu~_ :

also should also be committed to helping'the pro--

gram through involvement on gubcommittees.
. Practicing legal assistants should also be ugpd.

pubhc and private sector legal assistants to the

practicing legal ussistants make excellent comimit-
tee members. They are committed tothe profes-

valuable in ensuring that what is taught in the
classroom is related to the job requirements. If

ABA requirements call for appointment of both.

- Advisory Committed. Experience indicates that the.

there is an active local legal assistant association,
it Should be asked to ndme at least une private and -

ane pubhc sector representative for consideration

© for appointment by the provest. <
Faculty and school administrators can be effec- f

tive. members. The ABA Guidelines, “in fact aTe.

. ? . ~

-

from that of the director. Students are oftén more

_mature and committed than the typical college
‘student. These students can provide a valuable re-
source. Also, it is.desirable for the strength of the
program that the students feel that the program is

““‘their” program, and formal student input helps

to assure the feeling of openness and cooperation.

A final consideration in selecting advisory com-
mittee members is that of the term of appointment.
Members may be. appointed to sérve on a one-year

basxs OF may serveé staggered terms of up to three -

"years to provide -continuity of program develop-
ment. One-year terms may also be staggered, with
some terms commencing at the beginnirg of each

semester or quarter-rather than all of them start--

ing sxmuitaneously

- quwre that such persons be re\presemed en the ad- -
visory committee, {t is doubtful however, that high

school administrators will have the time t# devate
to extensive subcommittee efforts. ‘Additionally,

-

their interests may sometimes be in contradiction-

to the interests of the advisory committee. The top
administrators are involved in balancing a number

- of Lompetmg, demands forresources, whereas one
" purpose of the advisory commxttee is to push for the -

allocation of sufficient resources for the program.
» But there is the need on the advisory committee for
people experienced in education. Some advisory
committees have avoided possible conflict by hav-
ing .xdrpxmatrators serve as ex-officio committee
" menibers. . : .
Liaison with the local law schools is xmportant.
Selecting a member from a local law school can
foster joint programs, guest. lectures, and com-
bihed clinical programs where law students can

' (3) legal ethjcs and legal assistamt certification

Regular Useht the Advisory Committee “ .,

The ke oeffective use of the advxsory commit-

tee is an eéffective subcommittee structure, since
the advisory committee is too large a group. t0 be

used for ‘consideration of details. The following_

- subcommittees should be established; (1) faculty

selection committee; (2) curriculum committee;

. committee; (4) fieldwork and placement commit-

-learn to utilize legal assistants effectively. Such a .

member can also assist in gaining access to law

* school facilitigs for program students,

A member of the general public should be se-
Ieaed This person should be an energetic person
~ very interested in the concept of legal assistants.
He or she will give some balance to a group which
would otherwise contain only members from the

"~ academic and legal communities. This person

should be practical, not afraid to speak his or her
mind, and willing to gvork on subcommittees in a
variety'of capacities.

Studeats from the program also prowde input.
It is vital that students from the program be in-
cluded. These students can provide committee
members wnlh 4 verpomt that is often different

-

SO

tee and (5) public relations committee.

These subcommittees should meet with the

director as often as necessary. ‘For example, the
~ faculty selectz,on committee should meet at, least
once a semester in sufficient time to recommend
faculty for the next semester. The gurnculum
changes or reevaluation is necessary. §

, The advisory committee ‘should delegdte sufﬂ-. ‘
" cient authority to the subcommittees to enable the

subcommittees to take action without an additional

meeting of the advisory committge. The advisory
‘committee should meet as a whole only twice a

year, with the actual work being undertaken by the
subcommxttees The subcommittees can report at

the full committee meetings, and general discus-.

sion can occur to’determme progress and to set ob-
. jectives. To mcrease their resources, the subcom-
mittees should be allowed to ask nonadvxsory

.£ committee members who are knowledgeable about

the iegal assistant program and can exhance the
“opening of placement opportunities. B
‘The keys to an effective advisory committee
are: (1) the careful selection of committee
members; (2) a clear workable statement of what
the various subcommittees are to do; and (3) the
inculcation of a feeling of cooperation and frank-
ness between the director and the committees, i.e.,

the feeling that the director takes the committee



-

,very senously and is wxuxm, to follow its reoom-
maendations. <

If these
‘will be a functional advisory committee that pre-
vides strength and direction to the program, rather
than a wmmxttee that serves un!y as a rubber

stamp.

' CHECKLIST FOR wmmxnta ESTABLISHMENT
* " Basésdfor Effectiveness -~

Ha.s there been careful consideration of the

T reasons for failure of uther E,dwsory : ¢
a

‘cummittees? Has the role of aa effective
advxsor) commxttee been consxdered"

Pmmesand Puncnons e,

H.as there baen determmazmn of the rolé‘of the ;

ddvxwry cominittee with Tegard to: faculty
_sélection; curriculum dedsmns admissions
decisions; héldwurk/coeperas.ve education and
- placement; legal ethics and legal assistant -
© certification; and public relations? = _

Advisary Committee Guidelines

'Has there been complfunce with the
requirements-of Guideline G-203?

Composition of the Committee ~= " - =«
‘Have qualified committee members been
selected from the following groups: attorneys,
includidg at least one “’prominent’ attorney .
and one “‘conimitted!’ attorney; practicing
legal assistants from both the public and
private sectorss faculty and school
administrators; liaison with local law school;
member of the general public; and students
from the program?

-

Use of the Committee

Are there workable subcommittees in each of
the major areas? Is there a clear statement of
“what the various subcommittes are to do?

." Has a feeling of cooperation been established . -

between the director and the advnsory
committee? -

* Have $he subcommities scheduled meetmgs
as with the director?
Has the advisory committee as a whole .
scheduled at least two meetings per year‘>

PROGRAM ORGANEATION AND SIRUCTURé

ABA Guidelines G-201 and G-205 make clear that
the institution should provide sufficient resources

L]

ocedures are lmptemented the result .

[
)

- & ' o -

[}

- necessary {o .xccomphsh the objectwes of the legal

assistant program. Generally, staffing and other
resources for legal assistant programs are inade-

quate While the parent institution may begin a

program with adgquate support, subsequent re-
sources either diminish or remain constant, even
‘though there may be inflation and anticipated pro-
gram growth. Sufncxem resuurces must be provid~
ed, '

. Guideline G- 292'stxpul.§tes that the legal assis-

‘ tan orogram be given status within the institution

Comparable ta other units of simila} size and func-
tion with regard to fmances staffing, faculty rank.

- and salary. appomtmen,t to policy-making bodies,

program priorities zmd other'dcademxc affairs. As
-4 newcomer to the academxc’scene. Jegal assistant

“programs face the difficult problem of getting suf-- “

- fieient resources in an academic community where
claims to existing fagilities, resources, and person-
nel are already establisked. Guideliné G-202 is an

~ attempt toguarantee that legal assistant programs

receive equality of resources. rns,ugn,wml officers
should have frank diScussions thh.an other aca-
_demic department heads prior to xmplementanon
“of the program. This will minimize disputes over

the use-of exxstmg resources, personnel, ando“tqr- .
" ritoriality.”” - L
The. problem of equality of resources is com- -

pounded Ly the special needs of legal assistant

programs that require resources greater than

other institutional programs of similar size. The
program xs vocational, which requires smaller
classes than most liberal arts programs. The legal

assistant concept is not well established, which -

means greater resources are needed for placement
of students and for education of attorneys. The
curriculum requires that much preparation-be

done at the local level, which requires staff, sup- . )
"plies, and time. The duties of the director areni-_ . __

merous, necessitating significant released time.

Deterin"ipation of Goals and Objectives

Guideline G-201 maintains that “the program’

“should have clearly defined, publicly stated goals
+and objectives.” The goals might be broad, such as

to provide training for legal assistants to make me_,__»,_.

~ delivery of legal services more widespread, effi-

"+ cient, and available to all. However the objectives

should be quite specific, especially regarding the
number of students to be traided, the types of stu-

dents to be admitted to the program, and the areas

of training emphasis. This requxres the institution

‘%‘/the planning phase to’ cleariy determme its

oritie§ and mtennons

R el

e



DumorC&ﬂﬂiwe . . pmgram under the hperal arts area, and a few -
~The type of institution thhm whxch a pmgram have the program housed in law enforcement.
" c_an be located {s quite tlexible. More than half of W upon ‘extensive evaluation of existing pro--
the legal assistant programs are located in two- grams, the strangest pfograms seem to be the ones
year community and junior colleges. Guideline  that have some degreeof mdepeﬂdeﬂce f"?‘? other

G-206 provides that programs are eligible for ABA departments. o .
€ appmvaill “if thde;fdave off::‘ed bytlaw schools"four-‘ Clerical and 'l'echnicﬂ Sqrvlees
., ear colleges and universilies, two-year colleges, :
' scrompmhensive technical institutes or vocational Guideline G403 (B) P"Q‘V*d&‘ that the faculty is -
schools." Proprietary institutions also are eligi- 1o be given essential clerical, technical and other
ble. ." supporting _services necessary. Secretarial and

. clerical positxons sufficient to meet needs should be -

Depending upon the type of institution, there =t
pending upo e -established. Many institutions have attempted to

should be a determination of whether a degree or

o certificgte gshould be gffered. Some institutions . ‘mplement a program without provision for secre--  © ¢
Y offer bcgh ‘:::Me cert?ﬁcate given for completion ~ (arial assistanle, thus generatingtesefitment from - . -
of the legal assistant courses, and the degree given ‘:;‘::égf depdrtments that* have. ‘0 Sha"e re--
far completien: of both the legal assistant courses . S
" 5 Student help can also be obtamed for ufhce
:‘:de: ger.xeral edu reqmrer.nents and elec work. Federal srork/study students can be utilized
. o _ effectively. for various secretarial and clerical
Size of the Progrm\ - tasks. Students who are enrolled in the legal assis-
| Program size should. be directly related to the  tant program are invaluable as program office as-
o anucxpated employability of graduates, and under . sistants to handle routine c0rrespondence and tele-
no circumstances should program size exceed the  phone calls, "
_ best estimate of the abilities of the market toab-  ° Other resources exist in the f°f m Of volunteer
© " sorb graduates. The determination of need for the’ senior citizens, vocational rehabxhtatiox;pmg,mrﬁg. _

program was discussed in Sectjon I1. The results of . and VISTA volunteers. However, experience shows
careful informal and formal market surveys should = that unless the volunteers are willing to work at
set the parameters of the program. Some student . least ten. hOUTS a week on a regular basis, the'
attrition should be anticipated with planning based ~ amount of tonfusion created by volunteers and the

4

on 20 percent. This figure can be‘modxfxed as more ~ amount of training time required results’ina net |
_experience is gained. " - loss. Paid quality student help is far superior. '{

: - Tlmeol Course Olferings - Student Services. : (( o o
o Decisions must be made as to when classes * Section 11 discusses the desxrabxl y-of a selec- T

‘should be offerad. Faculty in the stronger pro- : tivé admissions' procedure for legal assistant pro- -
grams will probably be practicing attorneys’ who ' grams. Each mstxtutmn usually. hQas an office that
, * . will teach part-time. It i almost impossible for handles student admxssxons It is. recommended
them to leave their practices during the 'day. that the legal assistant program utilize existing re- .-
Classes should be scheduled at night if well quali~: Sources for processing and handling applications,
fied instructors are not available during the day. but that decisions on admissions be made by the
. Many programs have scheduled one evening a week ‘program director with advice f:om the program’s

for a particular course t6 reduce timte required of advisory committee.
teachers. . Guideline G-205 (A) (3) provxdes that funds

If the program plans to admit .a substanual' must be provided for research projects, program
- number of legal secretaries (see Section [11 on ad- -evaluation and professional development of facul-

— _missions and placement), sufficient program Y- Often computers can provide valuable insight.
courses should be offered at night to allow gradua- 11O student attrition patterns, accuracy of admis-

. ~ tion from the program without loss of employ- sions eriteria, grade analysis, and carrecuon,of ex- .
' “ment. ) ’ aminations. :
o ' S - ABA Guideline G-502 supulates that the institu-
* Instituticnal Location - o tion have a well-organized plan for counseling and .

Many legal assistant programs are part of the advising students. Nearly all instifistions have an
. business department. Other institutions place the  office that handles student advxsxr& and counsel-
>, _ ‘ ' ®

‘,-f
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A

office should divide the counseling and advising
respomxbxlm& It is recommended that the stu-

- dent services office handle all advising of anyone
- who has net entered the legal assistant program,

since there is not sufficient time for the program

< director and stalTo do so. Once students have been

selected, they should be counseled ‘as to program

, requirements by a counselor from the student ser-.

.

-

1y

" Institutional Location -

e <

vices office. This counselor can be oriented to pro-
gram requirements by the director, and the direc-
tor can also provide additional counseling when the.
student sefVices counsélor is unable to pmvxde the
neeessary infarmation.

ing. The pmgram'diréctor‘and the student services .

Piacé’ment "is discussed in Section "III. The '

plucement oifxcer Yor the mstxtutxon sha d work

P

placemem of. 5raduates will be difficult m areas

where attorneys are not famijar Wi¥] legal assis-
tants, "

CHECKIJST FOR PROGRAM ORGANIZA‘HON
Adequacy and Equality of Resources

Have the requxremems of ABA Guldehnes
G-201 and G-205 been met? Have adequate
resources been provides for 'both program
implementation and maintenance? Are there
resources that are at least comparable to other

units in.the institution? Have the special needs .
of the legal assistant program been reougmzed )

and fulfilled?

" Determination of G s and 0b1ect:vcs

Are goals and objectives. clearly defined? Has
the type of degree of certzfxcate to be offered
~ been determined?

Has there been determination of the size of the
program, and is is directly related to estimates
of ability to place graduates? Has the time of
course offerings been determined?

Has there been consxderatxon of the various __
alternative locations for the program within
existing departments? Has it been recognized
that the strongest programs will have
‘considerable independence from other
‘departments? '

Clerical and Technical Services

Has Guideline G403 (B) been followed? Is
adequate secretarial help available on an
~ exclusive basis? Are there funds for use of
_ student help for secretarial staff? Has staff

*

rd

&

mwasngated the possxbxmy of using addmanal
volunteer help, provxded that this help is
willing to,work a ‘minimunvof ten hours eath
“week? ~
Sgudent Services

, Has there been coordination of ‘the relatumshxp
of the admissions personnel and the needs of

. the programs? Have adequate academic
‘research faciliti€s and data processing been .

provided? Has there been coordindticn of the .

‘relationship of the counseling ahd advising

persannel and the.needs of the program" Have

adequate piaceme‘t services been prowded as

discussed m Secuon {112

SELECTION OF FACULTY '

The major issue in the selection of program fac-
uity i whether to use part-time or fyll-time people.
There are advantages to_both methods and there

-~

may be combinations. We have already discussed

the need for a full-time director, who should also
teach at least ooe class in the program each se-
mester or quarter. The composition of the ather
teachmg staff is the sub;ect of this Section.

There are many advantages to using part-time

‘faculty. Persons who are experts in only one area of
_the law may be more qualified to teach that sub-

Ject A full-time person who practices in four or five
different areas presumably has less in-depth

knowledge in any one of the Subjects than. does the |
specmhst '

" The part-time teacher has contmumg pracncal
experience and knowledge of changes in the subject
area, since he or she is currently practicing. The
full-time person has less incentive and time to keep
current in all the areas in which he or she is teach-
ing, The part-tide .teacher has constant contact

-

with many other members of the bar and can sell |

the legal assistant concept to partners, assocxates..
“other attorneys, and to the courts.

The part-time faculty member provides an ex-

. gellent contact for internship positions and perma-

nent placements; the part-time teacher has avail-

able a constantly changing series of real life

which to breathe life into the class. ‘
« The part-time teacher is current on- rules and
procedures and how actual practice dxffers from

- “‘the book." At many institutions, part-time teach-

15

ers are less expensive per credit than are full-time
teachers. Use of full-time facuity can a}so be ad-
Vantdgeﬁus . /

o

examples, samples, materials, and forms from .



®
%; .
L)

<

Yanse

-

The full-time people have more tifne to devote to
teaching and more opportunity te develop and im-
prove teaching methpds. ‘The person:who takes on

full-time teaching responsibilities should agree to,
-severely restrict private practice, He orSheis like-

ly to bacame better at the technical skill of ‘the edu-

cator because hesor she is devoting the mdjomy of -

time and energy to this task.
The Tull-time people are mope available to me
dwwmr angh studmx,; when .ques.tmns or problems

~l’;

“The'g g,r'c..u malonty of legal asmstant progfam

director. The better programs make very effective
use of part-time faculty members. Because of the
risks of using part-time facuity, great care and
skill must be exercised in selecting and evaluafing

personnel. The sections that follow contain sugges-

tions on how to select quahfmd p.n't ttmepeople

How o Select Facnlly Membe

Nearly all programs relyp n prac-
ticing attorneys as teachers. So rams use
“legal assistants as instrucfors {or séme courses,
particularly for cooperative educ%mn oraw office
management. An attorney and his or her legal as-
sistant make an excellent team combination. If two

“attorneys or an attorney and legal assistant-are

used as team teachers, it is critical that the direc-
tor be certain the division of labor is properly di-

member. of the team to take sufficient responsxpm-
ty for the course unless the work tasks have been
carefully spelled out. :

The use of law professors should be consxdered
with caution. They may not have the practical skills

- that legal assistants need, especially those who are
-~ not practicing attorneys. This makes it difficult for

_them to switch from the mose philosophical and
“theoretical level of the law school to the practical
. heeds of the legal assistant.

One of the main functions of the advisory com-

“mittee-is to make teacher recommendations. The

director should also contact secretamies, legal as-
sistants, the legal assistant gssociation, and court

_persannel to identify local experts jn each area. The

local bar newsletter is often a good source for ad~
vertising positions. '

~ Once the names of local experts have been lo-
cated, there are significant factors to consider be-
{ore making a teaching offer.

® Ask other lawyers about the candidates to deter-
mine their community repytation. Da they use

16

" use part-time teachers excjusively — except for the -

e

legal assistants themselves? If at all possible,-
all attorney-faculty should be actually using
legal assx.stams

A

®'Ask legal assistants, secr(.tanes and court per-

“sonnel about them. What is their personality’
and temperament? How well do they communi-
cate? Do they ggt along with people at"all levels

~of the organizatien or just with other attorneys?
Weigh theu' prominence and reputation versus -
their time to téach the course. Does the out- .
standing lawyer really have the time to teach
the course? Will the applicant devote the time

© necessary to prepare properly and to provide
student/faculty contact, particularly if the can-
didate is in the peak edrnmg period between 35
and 50? ' . .

e Can they communicate dl‘ld relate to students?
What kind of t.xperoence do they brmg to the
job?

® Are they creative? Previous teachmg experience
is highly desxrabk.

Supervision of Faculty Members

~vided. There as a strong tendency for neither ’

" The single most effective téchnique for ensuring

guality in the classroom is to insist that the in-

.structor draft a syllabus prior to the beginning of

the course. This should be completed intime for the
director to review and suggest changes. The sylla-
bus should be duplicated for the students and dis-
tributed at the firsg class meeting.

- The syllabus should contain a course calendar..
This gives the dates and times of class meetings, -

~ the topics to be covered on each date, dates that any

assignments or projects are due, and examination
dates. It should also have a course ouline of sub-

* jetts to be covered in the course. It can be-organ-
- ized by units or by class period. General objectives

or competencies should be expressed. The students

_ should know the general objectives of the instruc-

tor. Six to'ten general statements about what the

instructor wants the students to learn should be
listed. Competencies are simply objectives stated

_+in terms of student behavior. (See Section 1V, The

Curriculum.) For each objective or competency
there should be a description of the teaching tech-

‘niques, strategies and learning experiences that .

the instructor will use to accomplish the objective,.

as well as exactly how the students will be evaluat-
ed as to whether they have met that objective or
competency. Specific comipetencies or objectives
should be spelled out for each class. Four to exght
objectives or competencies for each class period is
average and a detailed description of evaluation

0o
y3
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and grading should be included. This includes the
number and type of tests, relative weight of tests,
graded assignments, problems, cases, and other
items relevant to grading, mciudmg attendauce
-and participation; N
The director. should insist that .the class be .xt,
mast 50%, lecture. The remaining time should be
“used for projects, assignments, problems, in-cldss

—

-

w“"

. exercises, mle«playmg sman gmup work. ;md_

study. . -

I-.vnluslion of Faculty Membersf

. The evaluation of faculty members is the
sponsibility of the director. It is important thatonly . -

‘ )e very best instructors deliver the p‘i‘uduct. Here -

re some ,xdeas for evaluating faculty: -

e The director can admumfer student evaluutmns

- of the faculty” member. ‘Beware of what is bemg,

. r".

Al

nieasured with & pajigeular instrument. Does = = -

the mstrument mex |
competence? fnfo mments from students

should be encouraged. The director &hould not.
make negative observations to the students
dbuut an mstructor s competence.

® The d,n*ectur can comp.zre course’competencies
or objectives with examinations to see whether
the examinations reflect and accurately mea-
sure the teaching goals. :

. The director should analyze the comem of the
colirse as it is actually taught to see whether it
too heavily emphasizes theory or practice.

® One of the most useful tools is that of request-
..ing the alumni to evaluate the previous instruc- ‘
tors in light of their subsequent job expen-
ences. _

® The director should persondny visit and observe .
classes

ABA Guidelines

. ABA Guidéline G-401 says that “the dxrectcr and

- instructors must possess education, knowledge and

experience in the legal assistance field.” Guideline
.G:403 notes that ... “‘the institution shall establish-

"and maintiin condmons adequate to attract_and

refain a competent faculty.”” The same Guideline

. also adds that ‘““the faculty should be provided with
essent;al clencal technical- and uther supportmg'~

. services..

quy mstxluuons have saiary schedules for
part-tinte teachers that are vastly below.the earn- -
ing capacities of aftomeys Every effort: should be
mdde to prowde the teachers with the maxxmum
¥

]

-

salary that s available, but is instedd due to the

that they are unable to retain personnel. Programs

instructor popularity or< '

How ta Select Eaculty Members

~—Evatuation of FacuityMemhefs 3

s E e
amount of ‘bbxhﬁensation*auowjed by.the ilfSii;ixtibn; ’
Most programs have been successful in attracting
competent faculty. This has usually not been for the

.

personal interest of the instrucfor iR the legal as- -
sistant field. Programs that do not provide ade-
quate clerxcal asmsmnpe and that do-not compen-
sate their part-time facuﬂy adequately have found,

*
R BN

desiring to minimize instructor losses should pro- ™
vide #ards for in- service tramxng of part- and fuli-

“time faculty as: well as- funds for pmfessmmai

;,mwth and travel to conferences,
CHECKLIST FOR SELI:;CT!ON OF FACULTY

Part:Time or Fulr-"nme Faculty

‘Has consxderatmn ‘been given to the
-advantages and disadvantages of part- -time vs
- full-time faculty? Hus the mix of full- or
PRt time faculty been determmed?

*

T e

. -~

, Has there been cunsideration whether to seek a
practicing attorney, practicing legal assistant,

7 or_law school professor? Before choosing any
{aculty member, have recommendations Been'.
“secured from other lawyers; legal assistants;
secretaries and court personnel; and =
emiployees of ‘candidates? Have the following *

. factors been considered: prominence vs. time
tu teach the course; ability to teach the CL

. scourse; previous teaching experienee inthe
subject field; and abmty to communicate wgth
© young people? o L

Superision of Facuny Member :,‘

Is there a reqmrement fora syllabus

containing course calendar, assignments,
- competencies or objectxves for each class, and
. an evaluation plan? Are there requirements

for creative teaching strategies and learning

experiences in the curriculum? Is therea '

requirement for a} least 50%, of teaching ,

strategies and learning experiences to be ethexl

"than lectureX ¥

PR

t

[ .

Is theré opportunity for student evaluation of
~ faculty members? Is there a means for alumni’
evaluatxon of.mstructo.rs"

General Cansiderations.

~Is there attention to Guxdelme G-4OI advzsmg
the director and instructors to have education,
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fied legal assistants,— so it is up to the program to “

knowledge and experience in the legal
assistant field? Is there followup to Guideline
G-403 stipulating adequate compensation and
clerical assistance? Is there provision for
- paying part-lime attorney teachers the highest
available rate of compensation allowed by the
institution? Are there {unds for in-service.
training of part-time agd full-time faculty?
Have funds been allocated for professional
-;mwth and travel to conferences?

ADMISSION OF STUDENTS

the program is ane of the maost critical areas relat-
ing to program success in job placement and pro-
gram survival. This section discusses the following
major issues: The'**open-door’ policy and the rela-

- tionship_of careful admissions selections to job-

placement; ABA guidelines; skills, abilities and
characteristics of the successful student; suggest-
ed admissions procedures and criteria; advanced
standing and transfer su;dents. single course ad-
mission students .

‘ Tbe‘{)pen Door" lssue

Probably- the most contmversxal issue facing

whether selective admissions should be utilized.
Many colleges have an “open door” policy man-

find those who do. Many attorneys view this evolv-
ing profession with considerable skepticism, and a

~few imcompetent and improperly trained gradu-

. ates will make job placement for all the other -

-

. The manner in which students are selected for *

- Those who do not show promise should be coun-. ’

. !egal assistant progranis today is the question of

graduate:, even more difficult. This will have an
unfortunate cost on the program, the other gradu-
atés, the development of the profession, and most
importantly upen the rate at which the lower and

“middle, income consymer wm be receiving legal

servmes

There is, of course, sxgmhcant student demandf |

for admission into legal assistant programs, and
this ( mand often* exceeds the capacxty tq handle
the studems Thus, jt is’ necessary (o engage in
careful ‘screening and selsction without undermin-
ing the open door phil y. Those who obviously

- do not have the potential to succeed when they are

tested should not be accepted. This can be deter-

mined by testing and appropriate counseling.

seled into other callegiate areas or provided with
developmental education that will bring them to a
Jevel of competence deemed necessary forsuccess-
ful performance in the legal assistant program

~"Every effort should be made to ensure that ad- .
missions'materials and content in the introductory

courses make clear to the students the-importance

of proper background and preparation for legal as-

sistant work. The students should be apprised of

dated by legislation and, philosophy. Given the .

“present state of development of the legal assistant

profession, there are drawbacks to the “‘open door"”

" policy. Selective admissions may be desirable —

though this must be weighted by each program.

" There i$ a definite relationship between admis-
sions and job placement, Information obtained
from project directors,fhroughout the country in-

" dicate thatthe most difficult student4o place is the

recent high school graduate without work experi-

ence. On-the other end of the spectrum. placement_

of those with.previous legal experience is relatively

- easy. If a legal assistant program is to be ‘*voca-

© . tional,” it is leg;timate to consider employabihty

e

prior to admission of the student to the program. It
is possible to admit the wrong type of student and

later be faced with an extremély difficult place-
“ment problem. The college may not be maximizing

the rigor of the program and be given the opportu-

“nity to consider other educational possibilities. ,
A program, to have a high percentage of em-.

ployabilivy, must: (a) work' carefully with the stu-

- dents from the beginning, and (b) make adequate
~ resources available to docate job placements for

its limited resources by training on a first- come.'l

tirst- -served basis, .

During the developmental phase of :he legal as-
sistant profession, it'is very important that all

. graduates be well trained. Not all persons have the -

necessary skills and capabilities to become quali-

as other. 4 .

students in both cooperative education situatio
and in post-graduate work. Thi€ will requiré ¢
dination with the local bar association, full- ume
placement people, and practxcmg lawyers as well

ABA Guidellnes

ABA Guxdelme G-501 prowdes that “the admis--
sion policies of the program of éducatién for legal
assistants shall be designed to enroll students,
qualified for and interested in careers as legal as-

" squivalency examination.b) Students are selected

“on a basis consistent with the philosophy and ob-

_-jectives of the program..(c) A number of admission

18

criteria, both objective and subjective, should be
used to reflect a rational process for selecting stu-

Ive . ]
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. sistants. "(a) A student admitted to the prograih
must have a high school- diploma or have passed an,



dents so that success as legal assxstants can be \

reasonably predicted.” -

Review of the above makes it cleat that the ABA
has not attempted to limjit the type of student' the
program can accept, other than to require the stu-
dent to have a high school diploma. or to have

- passed an equivalency examination. However, Gui-

deline G-501 (c) indicates that the selection process
should allow for reasonable prediction of success as

admission or graduatibn from the program. One
school of thought is that if legal assistants have

well developed typing skills, they will more likely

be misused in the law office. The other school of

* thought is that attorneys are more apt to hire peo-

legal assistants. This language seems to indicate

that the guidelines give qualified. support to “open
“door” policies. -
against' unduly’ resmctwe admxwons requ:re-
ments. - '

Skills, Abilities, and C!uracteristies

Guideline G-301 "also' cautions

© The most important skills are the ability to

write dearly and to-communicate effectively oral-

*ly. It is desirable that the. student should have de-.

monstrable writing and speaking ability prior to
entry to the program, since therg is not adequate

time to develop these abilities while the student is _

Jin the'program. Students without these qualities
might well be advised to take communications

~courses in the ccllege before emermg the pro-

;ram
- An equally important charactenstxc is the factor

,0f desire und interest. Courses involve significant
detail and theory. The law is a complex and con-

Jfusing area that is difficult to comprehend quickly.

fall behind and may even drop from the program. It -
s even mure difficuit for students to maintain the

amaunt of motivation necessary to comptetg the
program when they are working full-time.
Work expenence is an extemely important fac-

ple who can perform the dual function of legal as-
sistant and legal secretary. Program directors

throughout the nation indicate that, with some ex- '
- ceptions in some areas of the country and in some
firms, most legal assistants employed today are
working to varying degrees in a combined.role of -

secretary and legal assistant. Some programs re-
quire secretarial skills as a prerequisitg, or include
training in the curriculum.rGenerally speaking,

specialty programs requiring a bachelor's degree

have not required secretarial skills, since these
programs are providing legal assistants primarily

for larger firms which do not require personnel to ‘

be both legal assistants dnd legal secretaries. Gen-
eralist programs that intend to supply personnel to.
small private law firms -will nearly always en-
counter the desire of the employer to use the person

" as both Jegal assistant and legal secretary Thisisa

misuse of personnel. Attorneys would be Better ad-
vised to use legal assistants for that work — and.
employ properly trained personnel for secretarial
and clérical service. While misuse of personnel is a
common practice, . the situation s gradually im-
proving. The improvement is not as rapxd as most

. legal assistants ‘would like.

. Students who are not hxghly motivated will quickly

Another very important characteristic requxred

~of the student is the desire to be a legal assistant.

rather than an attorney. The role of the legal agsis-
tant is not the same as that of the attorney. If a . - .

“ student wishes to be a lawyer, the student should go

tor. The person who has legal experience has a def- -

inite advantage in class, due to greater familiarity
with law office operations and legal terminology.

+ Students with other forms of wark experience are

-y

often nfore **mature’* and more mo!uvated In ad-
dition, students who have work experience are

much more employable, and these students can’
usually find part-time or full- -time employment
* ~during the course of the program This makes for
~-an excellent

combination of , practice with
Llussmom training. Students who do not have legal,
experience often find the classes less interesting,

to law school. Legal assistant programs should
concentrate their efforts on students who wish to be
legal assistants. Thus, it is important early <o de-

" termine why the student is interested in the pro--

‘sifce they have not had exposure toreal problems -
in the area and thus do not see the relevance of the

cougse material as readily.
.A controversial area in the field of &egal assis-

tant.cduc.mcm is whether the program should re-
quire typing and other secretarial skills prior to

gram. Students who are interested in the law only
from a philosophical standpoint or for ““general in-

.

terest”” may quickly tire of the detail of this kind of

program.

Suggested Procedures and Criteria
Admissions criteria for degree candidates relate

- . tothe skills, abilities and characteristics described

previously. The ABA Guidelines offer certain mini-
mums, including a high school diploma or its -

equivalent. Another guideline maintains that *“The .
~ parent institution shall maintain equality of oppor-

tunity in its education programs without discrimi-
nation or segregation on the grounds of race, color,
religion, national origin or sex.””

19
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The total number of students to be idmmed de-
pends upon the physical facilities, classroom size;

" and the availability of qualified instructors. Class
‘'size must be limited in coufses such as legal re-

seqreh, lcgal ‘writing, legal interviewing and coun-
selmg. and substantive faw courses where sub-

- stantial teacher/student feedback is necessary in
- the process of document-preparation.

One of the most difficult initial decisiops con-
cerns the percentage of student attrition. A high

anritiun rate is commoa in lcgal assistant pro- -

grams, especially when the program is held at
night and invelves older students who have family

~ respoxmbxhnes and/ux’ work-obligations. It is rec-

ommended that 20%, attrition be allowed for ini- -

tially, As experience is gamed,thxs percenmge can
be .tdjustcd o .

- Admissions procedures should call for: select- -

an impartial qualified admissions commiittee,

. prpvidin,'g information about the program and the.
. admissions process; testing of the applicants;
~completing an application containing essential in-
~ formation; obtaining letters or recommendation or

reference; conducting a personal interview prior to
final ucceptance; and making admissions commit-
tee final determinations and noufymé, umdxddtes
of results. , .

The admissions committee should be an impar-
tial body composed of a vanety of interests.
Members should include at least one representa-

tive from each of the following groups: attorney,

practicing legal assistant, program student,

members of the college admissions office, and the .

. program director. Ideally, -the committee should be

a subcommittee of the advisory committee with
additional members added.

The admissions committee should set the gen-
eral policies. Once the basic process has been set,

- t{ime or part-time. .

the admissions office of the college can handle the -

testing and preparation of the admxsswns folders

for the candidates.

Operating an effective ddmissxons process is
time consuming. There are means of reducing the
amount of effort. One of the most important. steps is
to produce an admissions brochure that answers

criteria utilized by the committee, the number of
course credits required, transferability of pre-
viously earned credits, employment opportunities,
time and location of class offerings, and costs of
tuition and textbooks. A complete printed guide

. will save hours of telephone and correspondence.

- most of the general guestions that inevitably willbe -
asked concerning the admissions process itself, '

*  Additional hours will'be saved by making avail-

able in the school library selected articles on the

legal assistant profession. These should be men-

tioned in the informational brochure and can be

referred to arally in response to telephone calls. -

Another effective means of providing information

concerning the program and the wdmissions
process is through scheduled meetings durmg the
admissions period. It is efflclent to conduct these

meetings immediately prior to the admissions test.
These sessions can be conducted by program legal
amstantb and/or the director.

Some form of testing should be undermken for

each degree candidate applicant. A variety of tests

has been utilited by programs. These include the

LSAT, CT, SCAT, Nelson-Denny, and the Watson.

Glazier critical thinking tests. The student services
center can provide information on test booklets that
are immediatley available on campus. The goal is

~ to tesf for analytical reasoning and for writing ca-

pabilities. It is suggested that the test also include

~ & one-hour portion in vtich the student is request-

ed to respond to one ‘essay question. These re-

_sponses are invaluable in determining whether a

student need not be read for all candiates, but they

should be studied carefully prior:to processing any

candidate.- _
The application should contain enough informa-

tion to give the committee a’ strong grasp of the,

background and interests of the candidates.’ It
should ‘include open-ended questions to provide
maximum information regarding the applicant’s

work experience in both law and non-law related
areas; typing and other secretarial skills; tran-
scrxpts of other college and high school credits;

reasons for desiring to enter the program; whether
the applicant intends to work while in the program;
and whether the apphcant intends to attend fuu-

Letters of recommendation or names of refer-
ences are helpful in marginal cases where further
checking is desired prior to admissions. If letters of

recommendation are to be of assistance, the re-

quest form should be carefully drafted to elicit
specific useful information.
-1t is highly recommengded that a personal mter-

view he conducted as a part of the admissions___

process. If there is a large number of applicants,
the personal interview should bé done only for those
candidates whom the committee is fairly confident

A sample admxssvuns apphuuon and brochure iy, ‘

- available from. the Legal Assistant Program, Kapiolani

20

Community College, 620 Pcnsawla Street Honolulu, Hawaii
6814, .
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. skills (if. determmed by the mmmlttee to be im-

L

of &dmntin; Some progmms have run Eroup in-

terviews with up to eight of the candidates. This

provides for the possibility of an inleresting and il-
luminating interchange. It is a useful device,
The ‘process described above should culminate

in final admissions decisions following the personal
interview. Factors the committee should consider -

include: life. experience, grade level, secretarial

portant), ‘community involvement, work ex-
puirence, likeliness to complete the pro;,ram ma-

turlty. and age. Same committees prefer touse a’

- checklist,sthough the process is genemlly some-
- what subjectives

Wpleted

_'whether relating to general or to technical parts of
the curriculum, and of those students who meet es-

Nablished acievement standards through special .

Once the process is completed the college
should "send out acceptunce/rejection letters, in-

cludm), a.detailed statement of the factors consi- -
“dered by the college in making its determination.

The college may decide to reveal the scores of the

_ candidates relative to the numerxcai average of all
the applicants. »

»

Adyanced Standing and Transier .
Each program should develop a palicy with re-

gard to granting advanced standing to certain stu-
dents who already have satisfied portions of the
curriculum. ABA explanatory criteria for Guide- -
~ line G-501

-recommends -that:  ‘‘consideration
should be given to admission with advanced stand-
ing of.those students who have satisfactorily com-
- #ppropriate  academic  requirements,

alifying examinations. ln permitting students to
Aify by -examination, .consideration may be

giveh to valid expenence ouzsxde the classrooql or

self-study.”" - .

The experienced legal secretary does. not havea .
thorough knowledge of the theory underlying the -
law. While the secretary may be expert in process-

“ing the forms for a divorce, for example, the person A

‘will not usually have a firm grasp of the major

jegal issues. Thus, it is recommended that the pro-

gram exercise extreme carein conferrmg advanced
standing until the program has' become wel! estab-
lished and the course that has been “challenged" or

examination can eventually be given to determine
whether the person in fact has mastered the compe-

' tencnes contained in the course..

- non-degree candidates.

Single Course Admissiou '
. An even more djfficult problem is that raised by
ABA ~Guideline G-503

waived has been taughtat least twice: A meaningful -

candidates in

allows for admission of nmdegme\
he following

legal assistant program courses with

--statement: “‘pursuant to an established pulicy, the

institution, without requiring compliance with its

- admissions standards and procedurgs, may permit’

the enrollment in a partlcular course or limited
number of courses, gs auditors, non-degree candi-
dates or candidates pursuing degrees in other

-dreas.”’

Programs have found it beneficial.to have some

students take a 'limited number of courses even
_though these students’are not interested in pursu-

ing a degree. Such a student may be one who wants
a single course that is directly related to his or her

“area of employmient. Examples might be a person

in a real estate office interested in real property
-law, or a person working ina law library who needs

~ background in research. Often a legal secretary

21

will want to take only one or twe courses in an area

“in which the employer specializes. These stpdents -

can pro\ude a great deal of helpful information. .
The greatest difficulty occurs when persons

‘without any experience in the subject area of a -

particular course wish to enroll. They will slow
.down the progress ofthe course an¢ may cause re-
sentment among those degree candidates who have
taken previous courses and have passed the basic
level. Therefore, those who are ot degree candi-
dates and who do not have experience should not be

admitted. Such pérsons should be steered, instead, .
- into the introductory course.

Often those seeking general information will
find it in a general business law course. Or, a
course can be designed spemflcany for these stu-
dents — separate from the legal assistant program

Many problems can be avoided by praviding gen-
eral courses not directly involving those taken by

legal assistant candidates.

Again, it

assistant prog

must be taken when students who have other ob-
jectives are mixed with the degree-candidates.
CHECKL!ST. FOR ADMISSION OF STUDENTS

The “*Open Door’ Issue .. 0
Is the institution legally required to have open

. door" admissions? If open admissions is not

required; is there need for selective admissions?
If “*open door'’ admissions is legally required, is .
effort made to bring students up to entry
standards or to provide them with alternative
opportumtxee" Is there mahzation of the

- L]

3y

ould be, emphaélzed that the legal
is a separate profession that has
'needs for specialized training, and extreme care

.
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relationship between admusmns and ]ob
palcement of graduates?
General Consxderatxons

Has Guideline G-501 been reviewed? Are all
students required to have a high schodl diploma
or equivalent? Has a philosophy of admissions

. that is related tothe program objectives been
developed? Are entrance requxrement.s not ¥
unduly restrictive? '

Skntls Abilities, and Charagteristics

ability to write clearly and to communicate

ef{ectively orally? Do students have a high

- degree of motivation? Are efforts made to
attract students with work experience? Is there
a decision on whether to require secretarial

-skills? Have students who are really more
interested in being an atiorney than a legal
assistant been dxscouraged from enronmg'?

Suggested Procegures and Criteria - . - |

been decideq upon? Has the attrition rate of
students been determined? Has an impartial,

i 'Has informatiop been provided aboyt the
* program and the admxssions process to
interested parties? ¢ _
- = Istesting of apphcan;s. provided for?
"t Does the application-form contain all the
essential questions? i
~ Have letters of recommendation or references.
. been requested? BT :
Have personal interviews, been requested prmr
to final acceptance? -
Have final determmanons been made by the
. admissions committee angy provided for
notmcauon of apphcams?

.
Anvanced Standmg and Tmnsfer
1s there a policy regarding ad¥anced sta‘ndmg
from previous college work and from other legal
assistant programs? ’
Has consideration been given to aitowx £
program courses to be chailenged by students?

‘Single Course Admission

Has a policy been developed regardmg altowmg ,

nmdegree candidates to take certain courses?

Has the number of single course admmees been
. snlfxcxemly limued" .

o

‘ ‘ . A P | * - ‘-. f

.. - Iseach student admitted requxred to have the . f

Has the total number. of students to be admmed _

qualified admissions committee been selected?

jr

-

PROGRAM MAINTENANCE AND EVALUATION
A tremendous amount of effort must go into
planning and implementing a quality legal assis-
tant program. The work is not completed once the
program has begun, and there should be a contin-
uous process of maintaining and evaluating the
program. This is necessary both because of chang-
ing needs of the market and changing laws. The
~curriculum shopld change as attorneys become
more sophisticated in their use of legal assistants.

* The economy may also necessitate a change in em-

phasis in the program, such as greater emphasis in
the real estate area when times are prosperous and
more emphasis on bankruptcy in times of reces-
sion, The curriculum must be updated constantly-
to reflect thanges in state laws d development of
new legal areas such as cons@ir. truth-in-Jend-
ing.

gram should be extensively involved in program
» evaluation: “‘there should be evidence of an organ- -
ized plan for review and evaluation of the total pro-
gram. ‘The ultimate criterion for judging a legal '
" assistant education program is whether it achieves
its stated objectives. There should be evidence of
gatnest attempts to measure the ‘extent to which
Students secure suitable positigns, to determine
how effectively they perform duties related to their

* education program, and to solicit the reaction of

graduates to the effectweness of their training and
its rvelevance to the duties actually performed.
Evaluation should, therefore, include regular fol--
low-up procedures directed to both graduates and
employers to assess the results of the programs.
The advisory committee should help to facilitate
follow-up studies by stressing their importance by
encouraging cooperation between legal assistants -
and employers.and by seeing that the information
acquxred is used ih the ;mprovement. of Lhe pro-
gram."' ' .
‘The American Bar Associauon Guidellnes and
Procedures for Obtaining Approval of Legal Assis-
tant Education Programs, contains a complete
guide for self-evaluation,reports in Part IlI of that

. report. This guide, although lacking in-some detail,
does present useful overall directions for self-eval- .
---yation. The significant advantage to foliowing the

ABA Guidelines is that strict adherence will almost’
certainly guarantee appraval of the program by the
American Bar Association, which will render the
-program more acceptable to practicing attorneys
and will ultnmately serve the public more effi lcxent-
ly , .

ABA Guideline G-301(D) provides that a pro- = '



| : Evaluation' by Smdeuts

Students' can provide some useful information
with regard to instructors, the director, and the
program. Therefore, they should be provided for-
mal course and instructar’s evaluation forms. Sty-
dents are not the best evalulitors of course sub-
'st.mce and faculty competence, but they can help to

. ascertain the interest and enthusiasm of the teach-

er. Some msmunons have felt that student evalua-

. tion of instructors depends too greatly upon in-
structor popularity and ease «0f grading. For

example, one instructor may\get high evaluation

marks from the students because that insttuctor is -
- more popular or less strict than another. A partic-. j

“ular course may get higher marks than another
because it is taught more excmngly These pitfalls
must be considered in eommg to any conclusion

- based on student input.

‘Student evaluation of the director can be com-

- pleted by student: evaluation of the courses the
director teaches. Additionally, informal student '
comments are a valuable source to the director te- |

. "garding all phases of program operatxon «urncw
, lum. and instruction.

il

A ‘ ‘N - :
Evaluamn by Gradua;ea, Employers, and Consul-

tants

~ Brogram graduates and employers are a very
important source of program evaluation. There

~ should be regular follow-up _procedures with bath

graduates of the program and emplgyers to assess
the results. Such evaluation can take the forms of
informal meetings, advisory group meetings, writ-
ten surveys and person-to-person interviews. The
~ultimate test.of the effectiveness of the program is

whether e students are ‘frained to perfor /d( \
and -

quately on the job. Response from employer
grduafes will provide information as to the need
{or aitering course curriculuni content and teach-
ing strategies. Through this form of evaluation, the
program can ascertain whether the proper amount

- of legal theory is being taught and whether the

curriculum is directly related 1o the present and
anticipated job skills needed by graduates.

. Outside consultants in legal assistant education ~

can provide very valuable program evaluation.

~ Programs go through growth stages that are fairly |
predictable, and program needs change signifi-
~ cantly as attorney experience with legal assistants

increases. Input {rom other directors is inv. uable
in muc:patmg new dxrecmns tor growth

C 8y

=

A,
&

Respoasibilitiés — Director and lnstitution
" The director should be extensively invalved in

evaluation -of faculty and the program. Many .

_ directors “test” potential teaching candidates by
- having them do guest lectures in other courses.

~Student feedback and the director's observatmns_‘
will indicate the ability of the prospective teacher -

to maintain student interest and to present materi-
al in an organized fashion. Once an instructor is
hired, the director should. bisit the classes on both
an informal and formal basis,

The director should be evaluated by instruétors .

in the program. Some institutions have machinery
seét up to evaluate the effectiveness of administra-

- tors — with information often prov:ded through use

of evaluating forms.

Other portions of this guide have dxscussed the
respansibilities of the institution with regard to the
legal assistance program. The importance of insti-

tutional support - mcluémg -allocation of re-
sources and personnel to get the job done — cannot
be overemphasized. That support should contmue
as the program grows. .

CHECKLIST FOR EVALUATIQN

Gmdelines and SeH-Evaluatmn

Is there realization of the need for continmng
maintenance and evaluation?

" Have the requirements of Guideline G-3&§T_P) |

. been met?

. Has work begun on the self-evaluation report
for program approval?

Evalua;lon by Students *

Is there pmv:sxon for regutar formal student
evaluation of mstructors? :

" I's there opportunity for student evaluation‘of
the dsrector? -
. Are there mformal means for student

evaluation of the program operation and
curriculum?”

»V

Are the strengths and weaknesses of student
.. evaluation recognized? - .

Evaluation by Graduates Employers. and Consul-
tants

Have regular evaluation procedures with:
- employérs and graduates been established?

32
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~ Are sufficient funds budgeted for use of -, market is known. Presently, there is more student
outside consultants in legal assistant educatwm " demand for admission that there are employment
for program evaluation? positions. Many programs have been tempted for
financial or philosophical reasons to meet the stu-
dent requests for admission, and these programs
_ _ L ' _ have often experienced placement problems.

Is{there provision for regular evaluationof . ° Contact with graduates should be maintained.
 fagulty and pmgram by the director? They are-the best source of informatign about job
e ‘ ’;vaxubxlxty in their own firms as wejl as others.

They have contacts with- many offices other than
“those where they are employed. [Additionally, -

' ~ -graduates are an invaluable soyrceffor program T
te resources been budgeted and evaludnon

'tulmes of ;he Directar and the }nstitu-

3 ) <
e actually v:ded to implement and mammm a : _ g ' ‘“
@ _ quality projram? e -~ - BasicElements of Placemient *
. : . ABA Guideline G-502(a) recommends that the {

— ESTABL‘SHMENT OF 5N EFFECTIVE o §tUdent services of the. program i ClUde Ya we“' . -:

.g - PLACEMENT PROGRAM _ ‘organized plan for assisting gradyates in securing :

. ‘ suitable employment.”! However, few existing pro- ,
The goal of legal assistant programs is to _ grams have the resources availgble to place both .~ %
provide an.important public service and at once ! fully and minimally qualified program -students :
provide individual self-fulfiliment through place- (see discyssion in Section 11l an-the relationship
ment of graduates in rewarding jobs. The legal as- - between admissions policies | and placement).
sistant profession’ is emerging but is not well es-  Given the other administrative assignments of the.
~ tablished in most areas. Few attorneys knew what-  program  director, placement responsibilities
a legal assistant was ten years ago, and many are should be delegated to a part-time staff person or to
now only vaguely familiar with the concept. And  one person in the college student services officé.
the concept is even less well understood by the "+*One persan’* is stressed because of the need for .
public. : - continuity in buijding relationships with potential . 5
Attorneys who have not worked with legal assis-  employers over a period of time. Initially, the pro- )
tants usually consider the legal assistant to be a. gram director is expected to establish- relations
“super-secretary.” This is obviously-an incorrect  with local attorneys since lawyers will be more re- .
perception. However, if attorneys insist on hiring  ceptive to persons with background in the legal
only legal assistants who alsq have secretarial  field. than with non-professionals. The placement -

skills, then consideration must be given to includ- - officer can touow-up on leads initiated by the 4
ing such training in the curriculum. The program directors. , -

obviously will not be successful if gradudtes cannot The best way to get information about the Job S
be placed. v market is to ask practicing legal assistants and at- ‘

A significant propomon of legal secretaries  torneys. Many samples of surveys are available
should be admitted during the first two or three  from the various programs. Pertinent information ‘
-years of a program that is new toa given area. They . -is that which involves determination of current and o
. can contribute to promotion of the program by - future use of legal assistants, identification of peo- ‘
, - educating their employers about the work of legal  ple in law offices and in the public sector who are .
¥ assistants. As attorneys gain experience with legal  performing legal assistant tasks, and realization of
- assistants, they will not continue to insist on secre-  attorneys’ perceptions of the role of legal assistants
o : tarial skills from gradudtes Thas, it is critical that _  in their firms. It does take time to design a ques- °
—- ———the market be evaluated and admissions and cur‘,_.-.imnnalre that will yeild a high response, but it is S

. riculum be geared to meet expressed needs. North the time invested since the results can be g
“ The legal assistant market has been “oversold” turned into effective placement activitjes. : )
by some parties in terms of potential employngent The placement officer needs to establish sys- '

possibilities. Representations about the availabili- ~ tems for determining student placement needs, for

ty of employment should be avoided if there is un-  handling employer requests for referrals, and for
~ certainty about the need for personnel. The size of  getting placement information te the students.
. the’ program g‘hould"be kept small until the job  quickly. : :

e o 4
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Student placement needs can be obtained at
registration by the completion of an information
form. Students who wish to participate in place-
ment services should be asked to indicate whether

ie -

The pfacémem brc’x‘hhre can also include data
about recently placed students and a postage-paid .
card form for requesting further information or for’

arranging for job interviews .on campus. Ideally,

they wunt part-time or full-time work; temporary & the brochure should be distributed three to four

or permanent as.sxg.nmem pieccwurk assignments
as - independent mmracmr;, day, weekends, or
evenings employment;
only legal assistant work; assignments in certain

seographical areas; work in specific areas ¢f in-
terest (litigation, probate, or real estate). They

should also be asked to submit current.resumes
whuh can be in the fcrmat des:gned by the pro-

gram.

A wox"ksheet shouid be developed to handle the
information needed from the propsective employer

. who calls. Some programa have the resources to

screen their students and to refer the best candi-

. dates; other programs circulate notices to students
_ in their classes or mail them out. Some system .

must be devised for the rapid conveying of infor-

--mation on job opportunities to the students. Stu-
dent media. can also be used to disseminate em-
- ployment information. An alternative is to create a

regular program newsletter which mcludes cur-

. rent placement opportunities.

e .- -

ante placement is what wil keep the prugrdm

- going, 4 placement. brochure should be prepared

for distribution in the market place. The brochure

- should give employers at least the fuuuwmg infor-
tation. * :

® Who are tht,students‘?

‘@ How did they get into the program? What was

the screening process

® What can the students ac:uauy do What skms
are taught in each course that can be used in an
-office .

. ® What are the economic factsabout using legal .

asmalants"

A OWho in town is curremly using legal assistants

. (This can be in the form of a clipped-in list so

that it can be updated more frequentiy than the

brochure. )

® What are the ethxcal probtemb in unu;jng legal.

ussxslan[:

& Information about whomhto call at the college
attorneys using legal assistants who are willing
to discuss their use, what the process is in
listing placement opportunities, whether there

- are interviewing facilities available at the
college. ‘

legal secretarial work or

» times a year to all public sector and private attor- - '
neys and where possible to appropriate corporate

and trust company offices, unions and*mancml in-

- .stitutions.

A placement handbook is essential for students,’

Each lodylity has its pecularities of practice, .md\
the placen®nt handbook can'list placement oppor-
tunities. = '

The placement handbook should contain mfor- ‘

mation on the following:

-# Placement office purpose pohcies and
procedures '

- ® Legal assisting as a career

‘. The various forms of prwate practice m the
state or city.

® The public seryice law agencies.
. Opportumties in fedeml govemment
OOther legal fields , 3

. Non-ieg,al fields.

® Samples of resumes and cover letters.
¢ Interviewing techniques.

® Bibliography of materials and placement
information available in the college and local
law l:brary

¢ Listing of local firms.

Program graduates who do become employed as
full-time legal aSsistants neéd information about
other employed students or graduates. Newly-

~employed legal assistants are somewhat like recent
law school graduates who know mych about the law
but little about the practice of it. Legal assistants
have been trained in many practices but do-not
know such technical skills as handling “special

pleadings or deciphering medical records. The

placement handbook can list the Iocal legal re-
sources (court phone numbers, names of clerks

- and bailiffs, information about legat service agen- -

cies) and can include information about the expe-

" rience of students. A numbered skills list could be

included in the handbook with the skm codes hsted
with each name.

Obtaining a full-time legai assxstant posmon is
an accomplishment, but keeping. it is the real test.
“The Iegal assistant professxon xs designed to lower

.

$ .
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legal costs for the consumer, and it is essenfial to
establish an attitude and practice of sharing infor-

_mation so the consumers do not have to pay for the

vreinvention of the wheel.™ o
~ The placement handbook may also be thg place
to list areas for employment that have been talked

about but where there has been little movement:

state and local govert{ment offices, corporate law

(unemployment workers compensation, tempo-
rary disability, and employment law enforcement
divisions), hospital and other labolr dispute and
arbitration settings, fipancial institutions, insur-
ance companies, and the court system. Creative

- student job hunters may be able to open doors to

employment in these fields if they are aware of l;he

- possibilities. , -

Preparation for Job Hunting
Job hunting is traumatic if the graduates have

little prior work experience. Preparing them for
this task is definitely-a part of the placement pro-
* gram. It can be done through the cooperative edu-

cation course and special placement seminars,

In cooperative education, the students can learn
how to write resumes, how to apply for jobs at em-
ployment agencies, and how to interview for a job
with a lawyer. Students can share their experi-

‘enced, including both successes and failure

The placement seminar provides an apportunity
for students to meet practicing legal assistants and

- departments, unions, labor law gavernment offices
" and how they get feed

are considering hiring a legal assistant will also

-

want to know from other attorneys' expeniences
how they delegate work to their legal ass;}rtants

This information should be covered in detai}, since
attorneys directly or indirectly control the hiring
decisions. Most ‘attorineys approach the

skepticism and conservatism. Information from
other lawyers about what and how they mlegate
k and case status reports
is important in overcoming attorney resistance. .

Another method of training attorneys in the use

of legal assistants invalves the use of a local legal

assistant department supervisor to aﬁalyze the

‘needs of a firm that is considering hiri % legal as-
7.\;) the eco-

sistants. Such an analysis should point
nomics of using legal assistants and indicate areas

where a legal assistant can help the firm serve

miore clients better,
" Other program resources are readily avaﬂable

* to assist with placement. The part-tinfe faculty are

employers to get their perspectives on job appli- -

cants. It also gives others a chance to meet the per-
sonnel officers of various firms to find out what

- they expect in resumes and interviews.

Preparation of Attoraeys: _
As has been previously discussed, many attor-

- neys do not know how to utilize a legal assistant ef-
fectively. These attorneys view the legal assistant

as the “‘super-secretary,’’ an attitude that Tesults
in misuse of legal assistants with' secretarial skills

a 'valuable source for providing information to
other attorneys about legal assistants. :
The coopérative education '-program is another
excellent means of introducing attorneys to legal
assistants. The cooperative education instructor is

available to troubleshoot-problem situations for-

both the attorneys and the students — and cooper-

ative education involves work experience for the
Student, Often these temporary placements become ‘

permanent positions.
“In summary, if the program combines a strong

4dmxsslons program and quality training with vig--
- orous placement efforts, the results will be a viable:

-legal assistant program that meets the needs of

<!

and unemployment for legal assistants thho*

secretarial skills. The program should be activesn
educating attorneys about legal assistants. - -
One means of educating attorneys isthrougha

local or state bar function. Many attorneys will at-

tend a bar program but will not attend a program

sponsored by the college alone. At the bar session,
particular substantive area, such as divorce, can
be used as an example of how legal assistants can
be used. Ethical issues relating to delegation of
work assignments can be discussed. 'Atwrney;‘.‘ who

students, employers, and the general community.
CHECKLIST FOR AN EFFECTIVE
PLACEMENT PROGRAM

Caveats on Placement

Has the relationship of careful admissi(ms -
selections to job placement been fuﬂy realized?

¥% Has the legal assistant job market been

" senunar for attorneys held in conjunction with a

26

, overstated"

. -Has contact been maintained with program -
graduaxes even after they fmd employment?

Basic Elements ' 4

Has ABA Guideline 502-(a) been followed Has
the job market been thoroughly evaluated?

s there a placement services office under the
direction of a part-time. program staff person or

issue of
‘Whether to hire legal assistants with consyderabie

e
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” onespucxlmpersou Imm thestudeutmsca
staff? ' )

Has an effective placement brochure for

-employers codtaining all the essential . _
.. information been developed? - T
* Is there an effactive pigcement handbook for

students and gradua s CODLRINING essential

information? N s

Preparafim for Job Hunting | .

Has the cooperative education course been.used

: : to train students in job hunting skills? .

‘Have special job placement seminars been held

- with students, graduates and employers?
Preparatwn of Attordeys

Are seminars being held for attorneys in -

‘comuncuon with a local or state bar function?

Has a local legal assistant department

supervisor been used to analyze the needs af

f:rms consxdermg hlxmg legal assistants?

L ‘_Have part-time fagulty been used effectively to
_provide information to other, attorgeys about

legal assistants and the program?

T s cooperative education used as 4 mearis of
introducing attorneys to !egal assistants?

-

)
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__Generalist V. Specialist Program.

seclion lV THE LEGAL ASSISTANT e

PROGRAM INT RODUCTION

ABA Guideline G-33 provides ‘‘the program of

education for legal assistants shall be at the post-
secondary level of instruction; at least sixty se-
mester or ninety quarter hours or the equivalent of

- which at least thirty semester ar forty-five quarter
" -hours mast be comprised of general education and

law-related ‘cotirses with at least fifteen semaester

- or twenty-twa and one-half quarter hours com-
- prised of legal specialty caurses; and offered by an

institution accredited or eligible fur accreditation
by Jn\g},mny recognized by the Council on Post-
-secondary Accreditation ((_OPA) the U.S. Office of
Education or by a nationally recognized institu-
_tional accrediting agency acceptable to the com-
mittee. Y . <.
Private, p:z{t, and proprietary institutions
have been uccredited under these g,uldehnes. Gui-
_deline'G-303 provides a workable baseline, particu-
larly for legal assistunt programs located in uni-

3
-

DE.TERMINAT!ON OF BASIC OBJ ECTIVES

The first step in creating the curriculum is to

* Section 1V dsscus.sed the relatmnshlp of evening
- ‘apd day programs to the hiring of faculty. Some

por.ue legal departmenta. or government agen-
cies. ‘

Day or Evening program. : . .

programs offer both day and evening courses.

Public V. Private Sector Employmeat.

Virtually all legal assistant programs associated

- with educational institutions stress private sector

. versities and community and junior concges. R

employment. While the_federal government has
developed a legal assistant job series, very few are
positions now available. Some programs have in-

cluded courses directly relevant to-public sectdr

legal assistants. The mix of program courses
should be related to anticipated employer needs.

Full-time V. Part-time Students.

The number of credit hours taken by each_stucrem‘

has a direct relationship to the number of course

- sections offered and time of course offerings. Eve-

determine the general program objectives. Much- -

should already have been completed during the as-
sessment of need for the progrgm. The director and
faculty members should review the local bar sut-
vey resuits and discuss curriculum with the advi-
sory committee. Once objectives have been deter-
mined, the curriculum can be designed to meet

ning programs geared to working students will find
that these students usually will take oniy one or two

" ¢ourses each semester o -

Trainlng, R&training or upgrading.
Many legal assistant programs in areas where at-

-

~ torneys are not familiar with the utilization of legal

these objectives."The crucial factor in determining

the thrust of the curriculum. is that of the employ-
ment prospects for graduates. The curriculum ob-

viously should be tailored to provide the type of -

legal asa:smms that wm be hiréd by the legal com-
munity.

Several major questmm. must be resolved prior
to the actyal designing of the curricbilum.

The generalist legal assistant is one who is trained

in several (usually four or five) areas of the law.
‘The generalist is better equipped to work for the
small- and medium-sized firms whose members
- practice in many different legal areas. The spe-
cialist is trained extensively in only one legal area.

-Specialists: u§ually wark for large law firms, cor-

8

-

“cussed in Section i”.‘.

assistants have decided initially to train a signifi-

capt percentage of law office. personnel. The rela-
tionship of admissions and placement is dtscussed
in Sectxon uL o - ‘

Receut Graduates or More Mature students.

The difficulties encountered & hen a'program takes
a number of recent high €choo! graduates are dis-

DETERMINATION OF COURSE OFFERINGS

The following-skills have been 1dentihed by the
American Association of Community and Junior
Calleges as *“*core skills'* which should be included
somewhere in every curriuuum These skills in-
" clude knowledge of . -

—
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To teach these core skms to studems ‘some pro-
‘grams have designed basic required courses in the

legal system, legal research, legal writing, law of-.
- fice management, and. interviewing and counsel-

“ing. Other programs have attempted to teach the

skills as puart of the various substantive law

courses. For examples of how some legal assistant
pmg,mn);. have included core skills in their curri-

culy, see the. hsu of course descrxptxons m this

Section.
The substantive courses developed should re-
spond directly to the needs expressed by attorneys

in the survey taken prior to the establishment of the

-program. Most programs have found that the five
basic substantive law subjects are: litigation, real
estate law, family law, business organizations, and
wxl!s/pmb.xte Additionally, there are significant

advantages to offering a cooperative education ex- )
perience, ds dz;cu:.:.ed later in this Section. Qther

possible substantive course offerings include:

- criminal, labor, tort and insurance, taxation, ad-
ministrative, public sector, consumer, bankruptcy,

and wnsntunonal law,

TEXTBOOKS AND MATLRIALS

‘Lack of complete commercial pubhcatlons is a
prablem. There are very few. textbOoks in legal as-
sistant education that are
is necessary, therefore, to ex ﬂ:nsxvely supplement
existing texts with forms and ‘materials from the

__instructors’ practice. The lack of textbooks is due

to both the newness of the field and the variety of
practice forms and procedures developed and used

~in different geographical areas. Instructors and

students usually-feel more comfortable when sume

text is used; however, materials developed by the

local program will comprise the major source,
Developing local materials is a dxfncu!t task,

" one that requires time and money. The scarcity of

* to ensure development of usable materials. :

ansidered adeqjuate. It -

By

‘published works should be recognized by institu-

- tions'planning legal assistant programs — and they -

should be prepared to invest substantial amounts
of money and faculty time to build the curnculum
- bank.

" The director should coordinate the efforts of the =

faculty to develop the materials, to ensure that
therg is no duplication, and that all mtended topics
are included in the curriculum.

The first step indeveloping materials is to select
an expert in the subject area who has sufficient
time to prepare them. The person should be com-

pensated for the work, with payments conditioned

upon a final product that conforms to guidelines set
by the dxrector Insofar as possible the same person
who writes the materials should teach the course.
The additional income enhances the job of the
part-time instructor and, more importantly, helps
'The person selécted to write the smaterials
should analyze his-or her law practice and.the
practice of others in the community to identify the
types of skills that a Jegal asgistant can pdrform in
the subject. area. These 'skills .or competencies
should then be listed in terms of student behavior,
i.e., “the student will be s{ble to &Ather pertment
facts and then draft a will.
This list.of competenc:es must then be organ-

ized into a-logical sequence for each class sessian.

~From this the instructor can prepare the class cal-
endar, assignments, and teaching strategies. This

~ basic information should be assembled into a .
course syllabus. The contents'of thg course syllabus

is discussed in Section I11.

The most difficult p: evelopi‘ng good cur-
riculum materials is t0 get the “experts” to be-
come experts in teaching techniques and method-
ology as well as'in the subject matter. The
instructors should be encouraged to develop nu-
merous alternatives to the lecture as a teaching

- Strategy. It is suggested that the director insist

Jthat no more than 509, of the class time be devoted
to lecture as has been pointed out earlier.
The director should prepare written suggestions

- of alternatives to classroom lecture — including -
__role playing, small group dynamics, in-class as*_ ..

signments with individual consultations, mock
hearings, feedback sessions, and pre-testing as a

« springboard 1o learning. To improve the student

‘interest level, instructors should encourage ques-

tions and dialogue. The instructor should share

personal experiences and stories. Class problems
.- and assignments should be practical and interest-
~ing, and simulations can be foljowed by critique

L]
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sessions where studema share and analyze their
offorts.

’

COOPLRATWE EDUCATION EXPERIENC!:.

u)operatwe edw.atwn should be a part of every
prygram. Its primary purpose is 1o provide an op-
portunity for students to work in a iegal assistant

program director. Students can apply learned

skills to real situations. Cooperative education is \

alsv a gre;
reference f
ence will tra
tion. . .

The instructor of cooperative education should

student confidence builder and 4 good
future jobs. Often cooperative experi-

evaluate an internship position against the pur- \

puses described above. Given the nature and im-
portance of the internship to the success of the pro-
grum, both the director and course instructor

should take sufficient time to cultivate quaixty in-
ternship positions. As discussed in Section If, the

director should be given adequate releaséed time to,
perform this and other functions. _

There should be a written cooperative education
agreement between the student, the instructor, and
the attorney. The instructor should agree to pro-
vide supervision of the student, and the student

should agree to work a certain number of hours and \

weeks for the attorney. The attorney should analyze
_his_or her practice and agree to delegate certain
tasks to the legal assistant. If the attorney is expe-
rienced in the use of legal assistants and is already
in the habit of delegating work, the student should
undertake tasks similar to those of ather legal as-
sistants already working in the office. Proper dele-
gation of work ensures that the students will have a
~ minimum of clerical duties and can demonstrate to
the attorney the contribution a legal assistant can

bring to an office. The duties the student will per--

form should be listed on the agreement form.

The cooperative education experience is more
¢ satisfactory if the student is' not compensated,
since this gives the director or instructor more,

* control over the type of work performed. If theem-

p‘wer is paying the Student, he or she may attempt
to'assign tasks that do not fit the role of the legal

UUassistant. The situation then becomes more of a
traditional employer-qmployee relationship and
Ie» of d learning expenence for the student

COMPETENCY-BASED !NSTRUCTION‘ (CBI)

A good legal a_ssistm&t program lends itself to a
competency-based instructional system. With CBI,

'
capacity under the supervision of an attorneyand a |

slate into a permanent full-time posi-

v
A .

the trazmm, for spec:fuc skills can easx)y and lagx-
cally be organized into competencies. CBI consists

. of writing objectives for each class session in terms
of student behavior. For example, ““Given a court

i)pmum, the student will be able to identify the
ssue(s) with 100%; accuracy.” Each competency .
;hould conmm a measurable statement whenever
poss:bie Each class perivd should have three to
‘seven campetencies. The competency descriptions
are distributed to the students at the beginning of

the course, which allows students fo avoid the usual
' guessing games regardmg the instructor’s pre-

ferenoes. Students are then evaluated by testing to

ascertain whether they have mastered the compe-
tencxes Mastery of the competencies will insure
fuccess jn the course, While CBI may appear to in-
Nolve a great deal of work, it is actually an easy way

fur teachers to plan -and organize courses. (For

(Ynhel' information on instructional objectives and
q)mpetenc:es see Mager, Robert F., Preparing
Instructional Objectives, Fe.:ron Pubhshe.rs Bel:
joat, CA 1962.) - :

The outlines shown-in the Appendxx are samples

--of jcourse materials for an Introducnon to Parale- .

galism which has been deveIOpeﬁ as a. CBI

0?1‘58
! cxmcxus*r FOR THE cunnxcuwm

H the program been desxgned to oonform to Gux- ‘

delipe G-303? . ..
De«I:ninatiOn of Basic Objectives

l'}as the curriculum been planned and desxgned
" 10 meet projected employment needs? Are the
fdlluwmg major issues resolved:
- a. generalist v. specialist program?
b. day or evening program?
- €. publi¢ v private sector employment? ‘
' dg full-time v, part-time students?
‘1 e.’ training new personnel or re-trammg and
uptrading law office persom\el?

f. recent high schoo! graduateés or more
- mature students? ‘ ‘

'

Determination of Course’ Offenngs |

Has the curriculum been desxgned to include the
"‘bd§ic core skills? -

Does the curnculum provide substantxve

courses “in the various areas of employer

- needs?

-
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. Curriculum Qutline

3  And pre-paid fegal plans. Significant considera-
. tion will be given to legal ethics in evaluating
Legal R' edreh 5 what tasks, skills, dnd roles are now and may in
_ Accountingr 0 3 thefuturé be fuifilied. TS T T
. Businesslawl = . 3 Course objectives are fo provide working
. English Compositior " 3 knowledge of the present structure of the legal
' ~ * 15 ~ System in the state, to provide an understanding ,
5 i Semester | g .t "of the basic legal issues facing a legal assistant, -
d to provide a perspective on the possible future de- .
Legal Writing . 3 velopments in the use of legal assistants, in the
Legal Interviewing & Counseling 8 law, including legal insuraice plans and legal
' 31 ‘ 1
. 4 . o
. £y . -

- sented for examination in the Appendices. No one. .

* priogities in structuring the curriculum,

Y

Do ® . ‘ * . ) 8

Business Law II -

dapi-

Textbooks and Materials

: 3
Has there been a review of available texts for. Palitical Science 1 - - 3
" each of the courses? Elective : - 3
Has the begt availble text'been selected fof . - ; .. s
each course? T ‘ CoE v
Has the necessary financial commitment been W Semester R
made to develop local materials? -~ Law Office Management - _ L
'Has an expert been found to write the materials  Cooperative Internship |
4  4od teach the course? L Estat¢'Probate - . .,
* ""Has the expert been given sufficient guidelines  Career Elective B
{or developing Course materials? -~ - 7 Business Elective A
" Have insfructors been provided with sufficient . N G 5
. wachmg lech‘mgfses maslcimoy tg lectures? ~ Fourth Semester vy
Cooperative Education Experience Litigation . g
ﬁt?n;hm;m of moperanvegduqatxon beeu . Career Elective o 7 ' ' 3
Has written agreement between instructar, stu- - Social Science El.ecmt? . o B S
“deat, and employer been developed? Elective - ' o -8
Is there a palicy with regard to whether students  lective : R

are 10 be paid for the internship experience? ,
Competency-Based Instruction ~ . .  Career Electives
Has competency-based instruction beexg consi- - Administrative Law )
dered for various courses? ..+ Corporations and Commercial Law
Have instructors been oriented to possible Q- criminal Law' ' '
 plication of CBI to the courses? - J ina'mi.!y Law
‘ S .- Real Property Law
A model curriculum is presented here. It should  Tart and InsuranceLaw,
serveas a basis for curriculum planning. However,.. - - :

-

. experience has showh that one model. is not ade- . ""DESClJUPTION O,F.Rl.?.QU;RE‘D éOURSES

- quate for all programs. Thus, the options developed e . -
by the six AACJC demonstration colleges are pre- Introduction to the Legal System
- Thé course js designed ta provide a general

curriculum should be adopted in its totality and perspective of ¢ legal system and a specified

careful consideration should be given to local

legal gseistatit within that system.‘Students will

» .be exposed to the operations and structures of ihe
CURRICULUM OUTLINE Do expased pe r

First Semester .

s law firms, public sector faw offices: legal clinics,
Introduction to the Legal Sy§t9m :

L2 RN TRy X

3 knowledge of the present.and potential role of the

. court, systém, adiministrative agencies, private '
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clinics, practxcc of law, the statufory framewo,rk
for the, prevention of upauthorized practice, and
the(.ude of Profe»xondl Respuusxblhty

Legsl Research : . :
T*rus course 18 designed to préyide the studems

with a working knowledge of the mdjor tech-.

piques of legal research. Students will conplete
d»xi,ned problems in legal research. Course ob-
jectives are to bring to students a familiarity with

major baoks in the law library. In addition, the.

course will ;,we “students a basic knowled;,c of .

sheph.n*d‘s L:tatmns West Digest system and key
numbers, American Law Reports, legal periodi-
~cals, state revised statutes, state

digests and le-
gislative history research r%ardx{ the state: le-

f,lb‘dture

Legal Writing‘

- This pourse is designed to prayvide the student
wilh 4
" nigues.
~ice, inda, Studems will acquire a basic
“knowl exgd of the. format of a legal'memorandum,

.

)rkm&knuwlm;.e of . the major tech-.
Fwriting, Students will’ prepare of-

the purpose ofla lug,al memorandum; the proper:.

forms for legdl citations, and the drafting of ex-
tensive .mm-uffuc memuranda..and other~ lg&,ai

| ducuxmm;.wm« v

- “q
i"" EY

Legal lntLrvxewmg-—-Couuselmg

This Course is demg,ncd to. sharpen verbal com-

mumunon skills. Students will receive training

“ininterviewing techniques, negotiation, and coun- -

sehng, Role-playing and video tape will be un-
* lized to assist in the development of verbal skxll:

- The course ub;g\cnw is to improve abxhty in
verbal gomfﬂmucauon and interviewing, Lounsel-
-Ing, negotiating and advocacy situations. The stu-

Coyrse content includes principles of law office
magagement, personnel in a law office, machines
used in a law office, the anticipated use of com-
puters in a law office, basic. indexing and filmg
principles, the use of monitor systems .to prevent

‘malpractice suits, accounghg methods used in -
the pl’dCtlLe of law, and ghe development dnd use

of o ystems" in law office practice.

Cooperatwe lmerm.hip ) _
- The main ob]ectwe of this course is to prouide

the student with an opportunity -to observe and’

gain practical work expepience under the supervi-
_sion of an attorney, legal assistant, or other legal
‘personnel. During the semester, the student will
. meet regularly in seminars with the instructor to
discuss and evaluate the progress-in the field ex-

perience’ and to discuss. his/her rolf, in the legal

servxces dehvery leam C
Estate Probate SRR S
This cnurse provxdes the basic leg,at concepts

of the more common form: of wills and trusts, as-

‘well as intestacy; a* s-mgg‘ of the fun'?iamenml
prmcxples of law appm‘uble 10 edch the organiza-
tion and Jurxsdxcttqn of the probate court; and'an

analysis uf estate admmxstratlun and  fiduciary -

auountmg = : .
The student will be able to understand the
more cogmon forms of wills, trust agreements,
app[yuu, the prmcxplea of law applicable to. es-
“tates afd trusts. The student will understand the
 jurisdiction ‘and procedure of the state probate

court system and the administration of trusts and
estates. The student will be able to prepare estate.

and fxduuary probate forms dnd assjist in prepar-

- ing tax returns, : -

dent will be prepared to conduct fact- finding in- K

terviews with clients, ta listen ~effectively, 1o
prowde wumvhn;, assistance where’ appropriate,

~to handle the dxfﬁcul: cuse and to ne;,otmte with

g,memmeqta} agencies and duorneys

Law Office Managemem

- This course analyzes’ the fundamental objec-
tives of the™ mdna;,ement of a law office, the
“various machines used in a Jaw “office, basic in-
daing and. filing principles, - and accounting
methods. Major, attention will be given to the de

velopment of and use of systemization in the law

office, in the expectation of in¢reasing eff:uency
o reduLe legal costs.

.32

S : 200 M
\ .

Litiganon <

Course objectwes are to enable the srudem to
have a knuwledge of the légal history of estates

and the plannmg procedures that have developed .

over the years axfdvbe cognizant of the legal terms
useq to describe’ the w:rmus components of estate
pt.mmn@, - -

" 4

This course is to provide an understandmg of
the funduamental principles of the preparation for
trial of civil and criminal cases. Upon completion
“of th:s course the successful student will be able
to draft pfeddmgs motions and otHer document;

requiredinelther a civil or criminal action;’ un- ‘
derstand trial and appeal procedures; and under-

stand the forms and procedures requxmd by the

vcuurt Lk,rk s offxce

1

4



DESCRIPTION OF C.ARE.LR ELECTIVES

 Administrative Law " . . -

2

This course will analyze the function of varipus

anﬂy Law

L

.
. -

This course will cover the basic substantive law
in the’area traditionally known as *“family law.™

" Subjects covered will be adoptions; guardianships;

sovernment .xg,encws and the scope of Lhen‘ in-

‘valvement with the legal field.

Course pbjectives include thuse of providing the
student with knowledye 'of the function of adminis-
trative agencies and how the legal assistant.can
perform many services in the public sector of g gov-
ernment agencies, enabling the student to perceive
the concomitant development of admxmstrauve taw
with the growth of pubhc admxmstmtxon enabling
the student t¢ perceive the admmxstmtwn of jus-
tice in public administration, enabling the student
to delineate between *‘dye process’ in -criminal

abserve thé role of “‘hearing offncers "

Corpormon;gmd%ommercual Law
This course is to teach students a general un-

- dersthnding of businesses in various’ forims and to

convey u general understanding of the laws gov-
erning business’ transiactions. Students will learn

. the bdsic law of contracts, partnershxps corp

tmns and the Uniform Commercial Code. Emphdsxs

-

-~ justice and civil justice, and enabling the student to -

qaon-support;. uncontested and contested divorces;
child cuatudy. and paternity. The emphasis of the
class will be upon training the student in the skills

necessary to a legal assistant working in the area of -

family law. This will include the use of family court

forms, the preparation of pleadings and proposed AR

decrees, the drafting of property settlement agree-
ments, and the use of interviewing cheakhsts

Real Pmperty Law )

This course will cover general real property !aw
purchaseand sales agreements, mortgages, leases,
easements, deeds, closings and recordmgs of docu~

ments and title searches.

Course objectives’ are to provideé the bamc con-

s

»

- cepts of the law of real property, mcludmg, leases,

will” be on draftm&, documents appropnate to

various business tmnsacuons
Crimmal Law

-~

- A general survey course of study will be pursued .

© to permit the students to gain a comprehensxVe un-.
.- derstanding of the provisions of the State Criminal -

Code and other statutory provisions reldxmg to

cnmmdl acts.

‘The content of the course- will include the court

- system and how it works; the criminal justice sys-
tem from arrest to trial decisions;
-varigus “crimes such as murder, rape, larceny,
. conspiracy, gte.; und criminal procedure questions
such a§ search dnd seizure, Miranda warmngs ‘

elemen ts of

aupprcsslon of evidence.
,

purchdse and sales agreements, ‘options, ease-
ments, deeds, and closing procedurg‘s recordmg‘
and searches. . -

The student will be abie tp draft leaSes, pur-
chases and sales agreements, mortgages, notes,
optwns casements, and deeds. The student wil]
understand closing procedures The student will be
able to da title searches aud abstracts, vt

Tort and Insurance Law

This course prepares the student to assist attor-'
neys and corparations in tort and msurance law,
The course covers the: ‘primary lega! principles of

- tort and insurance law and the various means of

estabhshmg insurances plans. Students will be -
trained in the use of specific forms and procedures

utilized in tort and insurance work,
Course content includes intentional torts, neglx-

gencg, causation, proximate cause, strict liabili-

ties, employer's liability, ‘nuisance, misrepresen-

[

-t

tation, habmtg insurance, and casualty
insurance, /. : ’ ‘
wd .
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. seumV COURSE

The course outlines suggest material which

area of law. Obviously, modification of both curric-

ulum and course content will occur based on the
needs identified by the local advisory committees:

and employers. The material presented here has
been reviewed by instructors mpresentmg quality
legal assistant programs.

Each course outline includes perfurm.mce ob-
jectives for'the student. These are stated in terms
of what the student should be able to do as a result

of the course instructjon.” The objectives are -
" derived from the nature of the tasks the legal as--

sistant will be required to perform. Course content,

nstructional methodology and course materials
- are designed to meet the stated objectives. Objec-

tives should be revised or expanded to meet the

* level of performance required and new objectives
- constructed to meet local requirements, '

- Alistof suggested texts and references has been v
xm.ludv:d for each course. This list is not exhaustive
and additional reference works are readily avail-

able. ‘However. few textbooks have been produced

OUTLINES |

nfqumﬂ/covxsas o

- might be covered in a typical course on the specific

INTRODUCTION TO THE LEGAL SYSTEN

Hours Per Week
Class: 3
Course Description | |
This course is required for all degree candidates in
the Legal Assistant Programh. The course is de-

signed to provide a general perspective of the legal
system and a specific knowledge of the present and

tem. Students will be exposed to the operation and
structures of the court system, administrative
agencies, private law firms, public sector law of-
fices, legal clinics, and pre-paid legal plans. Sig-

nificant consideration will be-given to legal ethics :

inevaluating what tasks, skills, and roles are now
and may in the future be fulfmed by the 1egdl as-

Mnjor bivisions

specifically for legal assistfnt programs. Conse-

quemly. there is a paucity of suggested texts. In-

btructum will often have 10 develop their own ma-.
‘terials for classroom use. (See Section IV,

TTextbooks and Materials.)
‘ These course outlines cover only. the basic
- Tourses common to most legal assistant programs.

“Additional courses shauld be developed Jo suit the

~needs of the tocul community. Such: technical spe-

_ cialty courses as consumer law, environmental

law, bankruptcy, rights of the disadvantaged, labor
law, or women and the law might be considered,
dept.ndmg, on"the need and advice of the advisory

. committee. In addition, ho attempt has been made

to outline non- technical courses which would nor-
rpally be offered by the institution. Thus, aithough
l:rnt,hsh Compesition, Accounting I, Typing and so

=~ forthare common (0many programs, they are not

included in, the course outlines since they are as-

med to already be in existence.

I.- An Overview of the Legat System and the
Role of the Legal Assistant

- Code of Professional Responsibility

-11l. The Legal Assistant in'the Operation and
Structure of Legal Insurance. Plans Legal

Clmxcs, etg.
MV. Instructional Methodology _ ’
V.  Texts and References’ A .-

L An Overview of the Legal System, and the
*  Role of the Legal Assistant .

A. Performance Objectives

1. The studem should be ‘able to discuss

- patential role of the legal assistant within that sys- -

sistant in each Iegal area. : x

Il Leégal Ethics, Unauthorized Practice, and the

— - ———and outline -the legal system of the. -—————

.- state by showing the structure of and
appropriate relationships between the
various governmental units.

2. The student should be able to define

the jurisdictional  powers for the

vArious courts.

34
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" 3. The student shnul’d have a working fa-
. miliarity with dasic legal terminalpgy
and law office structure,

B. Units of Instruction
L

Structure of the federal court sys-
 tem. ‘ '
~ 2 'Structure of the state court system.

3. Jurisdictional amounts that can be

. handled in various court systems,

. 4. Basic litigation concepts and the ap-
 peals procedure from various state
and federal courts,

5. Structure of a law officey in’ciudmg the

- persoanel involved and the division of
labor among them.

6 Differences in law pracnce between a

- large and small law firm.

7. Agencies and organizatmns eperatmg )
~ as law offices in the State, )
Administrative . agencies that deal -
with Iegai or quasi- legal issues.

-

1o

.

 Legal Ethics, Unauthorized Practice, and the

‘Code of Professional Responsibility

A.  Performance Objectives

1. The student should be able, either in.

', writing or orally, to describe ethical *
standards affecting the legal assistant
in relationship to specific etmcal ‘
problems.

2. The student should -developr a clear

. definition of the unauthorized practice
of law and\be able to give exawples of
such practice.

3 The student should be able to relate

.'§ . the Code of Professional Respons:bxiv :

.ty to specific problems and give, ei-

4. The defmmon of the “unauthorxzed
practice of Jaw,' '

3. TheCode of Pra!essmnal Respcmsxbx!
ity and haw it relates t6 the legal as-
sistant. ©.

6. The issues pro and can.of accredita-
tion of legdl assistant trammg pro-
grams.

7. The.issues pro and con of certification
of practicing legal aaswtams

The Légal Asslstam within the Operation of
Legal Insurance Plans, and Legal Chmcs

HIL

A Performance Objectxves

. 1. The student should be able to prepare
- . a chart showing the relationships of
Lo ~new and current legal plans such as

" legal insurance plans, legal clinics, -

, ‘and others.
2. The stude.nt should be able to define

the role and function of the legal as-
sxstant in each spch plan.

A4

B. Umts of Instruction

1. The various legal insﬂrance plans
presently in exxstence in the United -

States.

2. The various legal chmc structures in-
“cluding a discussion of Jacoby &
Meyers. .

3. The role th4t legal assistants might

play in either legal insurance sthemes )

or legal clinics.

4. The advantages and dxsadmntages of

allowing legal assistants to practice

without the direct supervision of.an

attorney (whgre this is not unayth-
- orized pracnce)

Iv.

»

e

-ther in writing or orally, the correct Instructional Methodology .
ethical solution to various problems. A. New material is introduced by lecture.
B Units of Instruction ‘ B. Guest lecturers speak on such fopics as
local legal clinics, the bar association
1. The Stdtqm[y fmmewnnk thdr. —————Censor-commiittee, el

operates to prevent the unauthorized
practice of law,

2. The function of the bar committee on
- the unauthorized practice of law.

3. The function of the bar é‘ominittee,'

" 'providing for discipline of attorneys, 's

L AN
DRRENOA S

il

s

C e

€. Students participﬁte in class discus'sion.'

V. Texts and References ', . o

A. Staisky, lntroductlon to Paralegal!sm,
West Pubhshmg Company, St.

..

‘Paul, ‘



Minnesotd, 1974 plus 1977 supplement. -

B. American Buar Association, Cqode of Pro-,
fessional llespomlbility, as adopted in
your state. ’ ;

LEGAL useuw

Huurs Per Week ‘ .
Class: 3 R -

Course Dgscription |
This course is requifed for all students in the Legal
Assistant Program. It is designed to provide stu-

~ dents with u working familiarity with major books
in the law librury. It includes practice in finding
and interpreting statutes, case law and adminis-
trative regulations. It also gives the student expe-

rience in using digests, uwurs. ALR, encyclope- '
dus .md hornbooks. :

Major Divisioos

L Ove‘rvww of Legal Research
. Statutey
UL Case Law

¥

IV.  Miscellaneous Research Volumes
.- V. Instructional Methodology
VI.. Texts & References L
I Overwew of Leg,a! Research
A Pcrfurmanue ()bju.tnves |
_ 1. The student should be able to explain
. why k:gal research is an 1mpurt.mt

skill for the legal assistant.

2. The student should: be able to identify
- sources of the law, ‘
'3: The student should be able to distin-
, guish- between official and unofficial -
*_ . .sources of law and between primary
' “and secondary sources. -
4. The student should be akle to plan a
research pruject

I B . Units uf Tns:ructxuu T .

’ 1. The Purpose of legal Research. ‘
2. The Legal Assistant and Le,gat Re- '

search |
3. The Legal &ystem Sources of the Law
" a. hxecutxve
. " "0"
. - 36

4

———e ———cite-a case. ,
4. The student should be able to shepar-

b. Legislative
c. Judicial - 7 R
4. Official and Unofficial Sources
5. Primary and Segondary Sources
—8. kegal Terminology

.'“', Suxum

A P@rformunce Oby.ctwea o

1. The student should be able to read and
- interpret a statute by applying.ittoa
" fact mtuauon
2. The student should be able to locaxe
' federal and state statutes.
3. The student should be able to currectly
- Qite a statule, : ,

The student should be able to Shepar-
- dize a statute. -

B. Units of lnstruc.tion

1. Drafting Statutes As an I:.xercxse in - .

Understandmg, _ o
- 2. Federal Statutes, = o W

e - 3. State Statutes

~ 4. How to Read
5. How to Paraphrase ,
~ 6—How to Locate ,
- 7. How to Apply a Statue to & Fact Situa-
tion - o c
8. Correct Citation Form
9, LegiSlative History
10 Shepardizing a Statue
III. Case Law

A. Performance Objectives

.- 1. The student shoulﬁ be able to brief a i

. « case and LO!‘I‘EC“} appiy xt toa fau
sntuatmn :

2. The student: should be able to locate a
’ case using the digest system.

3. The student should be able to correctly

I

~

- dize a case. .

,, B Units of Instruction

;. The Pedera} and State Reporter Sys- )

tems.



How to ReadandBriéfCases

.- Precedent and Analogy - Applymg
- Case Law to a Fact Situatien.

‘éJ

. 4. Using a Digest to Find Cases.

5. Correct Case Citation.’
6. Shepardizing a Case.

V. MisccllMS- Research Voluméa:

v

VL

A. Performance Objectives

information in all volumes. -
“2.- The Student should be able fo apply
" the information to a fact situation.

3. The st;ie\nt\hould be able to cite in-
formation correctly.

B Umta uf Instruction

A

B.

A. Price. and Bitner, Effective Legal Re- -
search; Little, Brown and Company. \

-

w o

Instructional Methodology

Mmoo

"%1. Hornbooks ang Treatises

Constitutional Material ,
American Law Reports

Words & Pharases: Dictionaries
Legal Periodicals

Looseleal Services -
Restatements

“Administeative Law

Attorney General opinions

1

- New mmrmatwn is mtroduced by lec-

ture.

Practice Jssx;,nments m'f. made for each
set of volumes, Ct

~Texts & References

Boston, 1969,

Harvard'Law Review, A Uniform System
of Cilaxion, Lorell Press, Massachusetts

1. Tﬁe student should be able tu locate )

E. Statsky, Legisiative Analysis: How to

Use Statutes and Regulations, West Pub-.
hshing Company St. Paul Minnesota,

1975.

F. Statsky & Wernet, Case Analysis &<Fun- -

- damentals of Legal Writing, West Pub-

lishing Company, St. Paul, Mznnema
1877, -

G Rombauer, l.e.gal Problem Snlvlug

"Analysis, Research & Writing, West Pub- .

hshmg Company, St. Paul anesota
19’1‘8 ‘

* H. Statsky, Legal Research, \\(riting and
Analysis: Some Starting Points, West
. Publishing Company, St. Paul aneso-
m 1974 <

LEGAL WlﬂTlNG
Hours Per Week
Class: 3
Course Description

~This course is requxred for all program degree
~ - candidates. Students will concentrate on fami-

liarizing themselves with the language and format
of legal documents. Emphasis will be on writing

* inter-office:memoranda after completing any nec-
®ssary legal research but other documents such as

business letters, bnefs, pleadings, contracts, wills,
partnership .agx;pements and corporation papers
will be mtroduced Legal research isa prerequx-

- site.

'Mijorl)ivisions- -

. Introduction

- 1. Inter-office Memorapda

II1. ~Appellate Briefs .

Iv.. Pleadings

V. Letters

VI. Miscellaneous Documents
VIL Instructional Methodology
VIII. Texts

g

‘ anuota 1974

1976. T T

Punack Fum{ameutals of Legal Re-
search, Founda{mn Press,
1967.

Cohen, How to Flnd the Law, -7th Ed
West Publishing Compqny. St Paul,

AV}-J-' |

1 'Introductxon
Brookiyn, .

A, Performance Ob ]ECUVBS

1. The student should be able to explain
the importance of good legal writing
. techniques for the legal assistant.



-
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" 2 Thestudent should be able to identify... Iv. Pleedings = = . « T
steps in the writing process. :
3. The student should be able to use A Performxnoe Objectaves
proper legal terminalogy. 1. The student should be able to explam
4. The student should be able w use car- ~ . the purpase of various pleadmgs .
rect citation forms. 2. The student should be able 1o draft
‘ various pleadings. =~ ,
B. Units of Instruction : 3
3 The student should be able to use torm -
i. Importance of Legal wrmn; for the * books and other forms as @ guide in
- Legal Assistant ) L drafting. !
2. The Writing Pro;:ess . . . ‘
. 4. Pre-writing . A B. Units of Instruction : .
‘ b. Comprehensive Wurkmg Outline 1. Using Forms Fues and Form Books R
. c. Rough Draft correctly. . .
! . d. Revision a. What theyare ’ i
- : o c. Avo:dm.g abuse of forms
4. How to Use It Appropriately S _
b. Techniques of Persuasion -+ 2 Purpose and Content
- a. Complaint S .
4. Review of Legal Terminelo P ' T o
S Re o & Lo 8Y - . Answer % >
' view nga itation Forms | . Order for Judgement |
o . . P ) -
- IL lnter—oﬁwe Memaoranda - d Motions . -
: L e. Duwé)very Dewces .
_A. Perf{ormance Objectives - - 4 g
- 1. The student should be able to organize : . . v P :
and draft an_inter-office memoran- A Performance Objectives &
L ) ' | The. ' -
: 1. -The student should be able to draft an
R 2 “The student shouid be ableNo use " opinion letter. - .
AU S . ?::xr terminology  and citation ‘2. The studeot should be able to draft a v
- " . L letter requestmg information. ¥
. - B. Unitsof Instruction 7 | 3. “The student should be able to draft a
_ - le ing inquirigs. '
L purp%e . ’ . 'Lte‘r answering anuzrfgs . |
2. Format L - VIL Miscellaneous Documents : ,{;g
3 Organization, St le. Cumem « ‘ ' =
8 4 : A. Performance Objectives - n
L APP“““* Briefs = é 1. The student should.be able to draft
‘A Performance Ubjectives | each of the various documents.
_ | o - 2. The student should be able to research ‘
: «1. The'student should be able to organize the legal requisites of éach of the' doc- d
- and draft an appellate brief. - uments. SN -
2. Thé student should be:able to use 3. The student should be able to use form
———proper fer:mm}ogy —and “etlgtion  ————~——}oaks ‘and other furgls as a guxde in -~
“forms. . ' : draftmg
B. Units of Instruction B Umts of.Instructmn ‘
1. Purpose 1. Review of Use of Forms o
2. Format _ »2 How to determine the local require-
‘ 3. Organization, Style, Content ments fer various documents. )

arh

L



’L} - - 3. Content
. 4 Contracts
B © b, Wills
| c. Lease N
d: Partnership Agreement
e, Corparate Documents - .
- {. Power of Attorney o
' -VIL Instructional Methodology .
A New Material is mtmduced by Iecture )
B. Problems are assxgned to students in -
uchaxu. . -
VIII Texu and Reference Materml:.
e Dxckenun, The Funduuenuls ol Legal
y . Draliing, Little, Brown & Co., Buston,
© . 1968,
B. Stratsky & Wernet, Case™ Analysis and
Fundameatals of Legal Writing, West
Publishing Cauxpany. St. Paul aneao-
" ta
A , .
: o C. Harvard Law Rev:ew A Uniform System
. : of Citatlony Lorell Press, Boston, 1976.

D. Brand & White, Legal Writing: The
 Strategy of Persuasion, St. Martin's
Press New York, 1976 - '
.Rumbauer. Legal Problems Solving:
Analysis, Research & Writing, West Pub-
lishing Cumpany. St. Paul, Minnesota,
1978
F. Smsky._Legal Research, erting and
Analysis: Some Starting Points, West

Publishing Company, St P.ml queso- -

. ta, 1974

LEGAL INTI-.RVIE.WING ANDKCOUNSELING

1. Hours Per Week
Class: 3

This course is desxgned to sharpen verbal com-

munication skills. The student will receive training -

in interpersonal communication, in interview tech-
~niques, and in counseling. The student will learn to

plan interviews and use interview checklists, as

well as to listen effectively. Role- -playing and
video-tape will be used to assu;t in the development
of w.rbal skills.

- —B. Units of Instruction

Major Divisions
L Interpersonal Communication
. Interview Techniques

HL  Instructional Methodology
Iv. Texts .and References

L. lntememmal Commumcauun
A. Perfurmance Objectives

1. The student ghould be able to explam

. : how an understanding of psychologi-

.+ cal principles can cantribute to better
communication.

" 2. The student should be able to list ob-

stacles to communication and meth-

- odsfor overcoming these.

B._ Umts of Instructwn i“
L Psychologxca! Principles .
a. Transactional Analysis

& Berenson

2. Lxstgmng Techniques _ ‘i.
3. Obstacles to Commumcatxon ‘

4. Use of open-ended questions as up*
posed to structured questions.*

5. Arrangement of office furmture in

- method conducive ta effective initer-

‘viewmg

I Inwrvxew Techmques

A Perfugmance Obj Jectxves

1. The student should be able to plan and
- complete an interview. - , .

2. The student should be able to list types

- of information essential to a legal in-

terview.

3. The student should be able to assess
the impact an interview would have an

a jury.

b, “Helping Relationship" of Carkoff |

..y

( 1. Interview Approaches
a. Structured ,
b. Client-centered Lo
¢ Indepth '
d. Group
‘e, Stress



\\'x: Py B SR P AR NN et r g v any S,
g. S oo ! B I ) .
s P

T, 9\{’3 Yoot L
oo S N R 'j") T f...':}} Loy
" 2. Typical legal interviegs - ;,» Tl ‘»,':» w orncg HANAGEMENT
: a. Initial client "‘,'7.3.‘-50' I \':“'-"*é‘ o -* ‘
b. Follow-up client™"35 Hum’-,r Wesk ?
% Wunen a . B Uais 3 | | !
' D f-m:ndl) ” ~ S ", e ' % ‘s
(2) Neutral .- . . Cou‘,l\ébesc;lpt : :
. (3) Hostile T Thé need foi: legal serivces at a reduced cost has
3 'hssemml Information - i w;mtadmwew of all phases of law office pro-
- S © cedures ip f.he hopes of achieving savings that can
a. Nume e benefit chr&nts This course analyzes the funda-
b. Address ' § : mental objectives of the management of a law of-
- ¢, Telepbone . ' - . fice, the vdrious machines used in a law office,
d. Occupation -+ - basic indexing a.nd filing principles, and account-
e Nzi‘mre of Problem - - .. ihg methods. Mmor attention will be given to the
. 1. Steps clierit should take development of qnd use of systemization in the law

- offices, in the expe«.mtm of mcmasmg éfficiency

8. Steps office will tgke to reduce 19331*,&&
4. Miscellancous Issues . ‘ . )‘ L.
- a.- Explaining role as Legal Assistant ““WN' Divislons e e

Handling the irate or upset client
Discussing feés if appropriate

. Determining client ehbxbxhty if dp-
prupndte

L - Principles of Law Omce Managemem
1. - Law Office Persmnel
HI.  Machines Used in a Law Office and the Antxg‘ :

e o

k)

e. Useof interview check-lists cipated Use of Computers . ¢
- . - IV.  Basic Indexing and Filing A
3 ) ‘ « , i . V.-, Accounting Methods Used in a Law Office * .
1il. Instructional Methodology VL The Use of “‘Systems’"in Law Office rac-
: ' - : L ‘ - . tice ,
- A. New material 1; introduced byt Iect'urt.: _ VII. . Miscellaneous Law Ofﬁce .Managgmem
B. Students role-play interview situations . Techniques . L
N M Outsxders are bmught in for students !o - VIIL. ‘Instructional Methodology
' interview ' ‘

o ' IX. Texts and References
C. Video-tape is used so that students may ' ,
critique themselves and see.improve- = 1. Principles of Law Office Management
ment from beginning of course to end. o

.- . E. Critiques by other class members , - A Performance Objectives -«
' * & =+ -l The student should know and be able
L T'-ﬂb dl}d References ‘ - " to apply the prmcxples of law office

mana ement

e

iy Shaffer. Legal lnterviewing and Counsel- ‘ ‘ .
ing (Nutshell Senes), West Publishing 2. The student should be able to relate all
%. Company, St. Paul, Minnesota, 1976. S procedures and factors involved with
. B Bingh am, How to l’nlerview, Harper & ' - | the.mam.age'mem ofalaw}ofhce to the
— L _Bros. 1859, . . A__v____,_“__-_,__basnc principles.
' C. Garrett, jntewiewing Its Principles ! B. Units of Instryction
Methods, Family Association of America, )
1972, L 1. ‘Classical Organization Thenry
L. Statsky, “Legal lntemewmg" Introduc- * 2. Hyman Relations Theory
" tion to Paralegalism, West Publishing =~ 3. Implications for Efficient Handhng of
Company, St. Paul, Minnesota, 1974. . Law Office Personnel , , ‘
“ ‘ | ‘ 4
40 4 .
-“\9 ' .
- . e e - ) .
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: .Il. Lay Office Personnel ‘ ;o

e
i

A Peﬂurmance Objectives i
1. The student should be able to sdenufy
.‘permndmreuuanwmmhw

firm.
2. The student should be able’to under-
stand the interrelationship of all per-
sonnel and their functions.

. ‘The student should be ahle to make

Jpersonnet assignments agproprmte to -

f um.mm

B. Unus of Instmctxon

1. Identification md Function of Law Of- :

fice Personnel

2. Averviewing and Hiring Law Office

Personne]

3. bupervxsmg, and Marking Asaignments
to Law Office Personnel

NI. Mauchines Used in a Law Office and the Antx*

cipated Use of Comguters

A Performance Ob;muves ]
1. The student should be tq describe and

Operate machines used in the law of-

fice.

2. The student should be able to partici-

pate in the decision tmpurchase office
machines.

3. The students should be able to de-
scribe the need for and antxcxpated use,
of Lomputers

. B. Umts of lnstructmn

1. Deciding to Use Office Equipment
a., Management Considerations
b. Coust factors
¢. Buying versus Lgasing

2. Function and Use of Office Machines
a. Dictating Equipment '
~b. Copying Equipment

writers

- 3. Use of Computers
. . a. Legal Research
b, Litigation
¢. Billing _
- ; ’ Ok

- { c. Contingent Fee

_4___._£._Iypewmcrs .md Auwma{ac Type-

]

% - - o .
. . Basic lndexing and Fxhng .
A. Performance Objectives - f

1. The student should be able to under- !

stand Thoroughly the principles of in-
dexing and filing tn a law office. -

2." The student should be able to set up an
indexing and filing system

B. Umta of Instruction ; - | v

_ I. How to Set Up a F:Img System ™ ,
. Alphabetical - A
~ b. Numerical *
. G Alpha -nwmeric
How to Open and Close Files : :
Information Contained in Files : oo
Centralized vs. Decentralized Filing
‘Developing a Retrieval System'
- a. Form Files
b. Keysort Method of Retrieval

-3

.w:'-.w,w.i

-

v. Accounting Methods Used in a Law Office .
A. Performance Ob;ectwes -

1. The student should be ableto expldm -
the need in a law_office for an effective .
accounting and reporung system.

2.-The student should be able to appvly
© - and use basic accmmting procedures
and methods of a law offzce ' et

B. Units of Instruction

[l
..

Importance of Timely Billing -
2 Wajﬁs of 'Billing‘Ciiems )

a. Hourly ‘ .
b. Retainer X

b,

"
3 T

d. Percentage
€, By the Case = -

3. Ledger Bookkeeping Systems
4. Write-it-Once Bookkeeping Systems

P A,""“

VL. The Use of “Systems" in Law Office Prac-
‘ Uce o ‘

A Pgrformance Objectiyes LN

1. The student should be ébte t0 define
what is meant by “systems’’ and how



t '

-this kind of procedure, planning and _

. developing a systems approach, can
aid in effective law omce manage-
ment,

. “systems’’ differ from other, more
~ traditional, law office managemem
- approaches. . 3

3. The student shouid be able to dew.ﬂop
- effective systems manggement.

B. Units of lnstmction

1. Systemxzatwn of Law Offxce Manag&
- ment, | -
" 2. Developipg the Systems Approach
~ 3. Traditional Principles and Procedures
_ for Law Office Management Compared
with a SyStem Approach. |

Miscellancous . Law . Office
Techniques «

Management

A. Pei‘for‘méncé Objectives

l The student should be able to descnbe
a law office saff manual. :
. The student should be able to descnbe

and explain the usefulness of vanous
timekeeping systems.

3. The student should be able tq describe
and explain the usefulness of various
monitor systems.
B.. Units of Instrgctxon % '
1. Law Office Staff Manual - .
a, What it contains
b. Why it is Desirable
. 2. Time Keeping Systems R
a. W‘hy Time Keeping is Desirable
b. Various Time Keeping Systems
¢. Procedures for Implementing
Time Keeping Systems Effectively
Calengar and Monitor Systems :
_._a. Defipition ~ _* T
- b. Explanation of severai types
(1) Diary
() Slip/Perceptual Calendar
. (3) File Notation
" ¢. Evaluation of types

" The student should be able ta tell how

Ay
g}\x.

VIIL. Instructional Methodolagy ..
A. New material is intmduced by lecture.
B. Salesmen from various companies make

ment, bookkeeping systems, etc.

C. Students are given sample forms to fill

/.

xx.'_ Texts and References

. A. Strong. "and Clark, Law Office Mannge-

presentations regarding the use of equip®

ment, West Publxshmg Company. St

Paul, Minnesota, 1974 -

B.. Altman and Weil, How to Manage the Law

Oifice, Matthew Bender, New York, loo-
seleaf service-updated regularly

C. Manual for Managing the Law Office,
Prentice Hall,
vice, up-dated regularly. .

D. Legal Economics, quarterly ﬁubhcatmn

of Economics of Law Practice, *

E. Law Research Institute, 220 Soutvh 200
East Suite 320, Sait Lake City, Utah

~ 84111:
: publications for the law office.

New York, looseleaf ser-.

Various systems manuals and

&

of the American Bar Association Sectxcm '

F. Ramo, Editor, How to Create-A-System -

for the Law Office, American Bar Associ-
' ation, Section cf Eounom;cs_ of Law Prac-
‘IAS tice,

-~ COOPERATIVE lN_TERNSH!P

Hours Per Week ' -

Class: 1
Fleld Asstgnment Vanes

Cnurse Description*

' The main objective of thxs course is to provxd,e the

studdnt with an opportunity. to observe and gain

an attorney, legal assistant or other legal person-
nel. During the semester, the student will meet re-
gularly in seminars with the instructor to discuss

. and evaluate the progress in the field experience -
R ._4_.and to discuss his/her role m the legalsemmﬁ&

livery team.
Major Divisions -

Work Expenence
Il. Seminar

_practical work experience ‘under the supervisionof - -

we

[P
At il

[T

.‘A“h
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*

"IV, Texts and References

Rt 3
3

1318 lnstrucuonal Membdulogy

I Work Experience

~ A. Performance Objectives

e

-* 1. The student should be able to perform‘ .
‘the specific task described in the-

writtén agreement Wllth the employ-

- er. . : ‘
’ 2 ‘The student should be able to exhibit

behavior appropriate to a iegai office

setting.

B. Unitsot Instruction -
"~ . On-the-Job Experience .

(Note: Tasks and on- the-job expen-—‘.

ence will vary substanually dependmg

the _;ob site)

I Seminar \
A Performance Objectwes

1. The student should be dble tu define
the role of the legal assxsmnt in the
delivery of legal service: ‘

2. The student shouid be able to descnbe.'
the procedures. and policies of the of-

fice in which he worked. .
3. The student shoild be able to identify

_ attitudes essential to the “serwce to

the pubhc" concept.
B. Um:s,of Instruction )
1. Discussion of Work Attitudes
* a. Job Responsibilities.

s,

b. Responsibilities toFellow Workers,

Employers and Clients.

- 2. Discussion of Role of Legal Assxstam
3. Preparation for the job.

a. Resume Wrmng

4 Discussion and Written Evaluatxon of

- Job Experience by Student.

3. Discussion and Written Evaluation of
, Job Performance and Attitudes by
K Supervzsor and Instructor,

. B . ‘
< . ‘.

~—b. Job Interview ~~ E—

Q3

IV, Texts and Referenges

HL - Instruetional Memodomgy

A. The studeats. rale play as pracuce (or in-
terviews,

'B. The students hear lectures by employers

and legal assistants on the proper role _

'~ and attitudes of legal assistants.
. The students discuss job experiences.

c
D. The students pamcxpate in oa- lhe-jﬂb
training.

A, Handouts sample resumes, etc.
B. Furm necessary to complete co-0p as-

) ‘\algnment - ‘ ‘
ESTATE PROBATE
Hours Per Week .
) Clalss:.B S S \
Course Description

.

‘This course is to provide the basxc legal concepts of
the more common forms of wills, trusts and intes- -
- tacy. It includes a study of the fundamental princi- |

pies of law applicable to each, as well as the organ-

ization and jurisdiction of the probate court. The'

course also Rives an dnalysxs of estate administra-

_tion and fiduciary accgunting. The student will be
_able to understand the mere common. forms of

wills, trust agreements and intestate estates. The
student will be able to prepare estate and ficuciary
probate - forms and assist in preparing tax re-
turds. : ‘ , v

Major Divisioms 4 .- . g

1

"L History of Estate Plannmg and Defjnition of

Terms . . A X
1I.  Preparation of Trusts and Wills

IIL  Probate Procedures, Forms Reqmred and
 Estate Taxes -

IV. Iastructional Methodology

-

TR

V. Textsand References .

I History of Estate Planning and Definition of =

.+ Terms .
A. Performance Db;ectwes

1. The student should have a knowtedge
- of Lhe Iegal hxstory of esta.tes and the

. . .
A . .
. A . - L ‘
\
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s

planning procedures that have de»eb '

- oped over the years.

2. The student should be cognizant uf the
legal terms used to describe the
various companents of estate plan-

i amg. B :
w . . 3‘ -
B. Units of Instruction
1. A History of Estates Planning

. Current Estate Planning
« _ .L Deimmonofi‘erms o

AL iPi*eparation of Trusts and Wills
~ A. Performance Objectives |

1. The student should know the legal’
 basis of trusts, '

2. The student sh;)uld know how to pre-
pare the necessary documents for es- '

tablishing a trust.

3. The student ‘should know the lggai_

reqwsues for a valid will.
- 4. The student should be able to draft
and have executed a simple will. ~
B. Units of Instruction  \
1. Purpose,a‘n‘d Elements of Trusts
- 2. Trust Property
3. Classification of Trusts and Powers

4. Use of Trusts in,Lieu of and,m_Con-\"

‘ junc%m with Wills .
5 Preparatmn of Trust Documents

6. Analysis of.the Law of Intestate Dis-
tribution . . .

7. Testacy - Why a Will?
8 Wills - |
a. Necessary .El_ements
b. Modification . e
" ¢. Revocation B

9 Prepamtion and Execution of Wills

Ul. Probate Procedures, Forms Requxred

. and Estate Taxes .

—

B— Perfm*mmce Objectives- - - -

SEAR

\\~ v ! . . 1 .

) The student should be familiar ‘with
-~ tHe state and federal estate tax laws
and how to compute them,

-

B. Unijts of Instruction

. 1, Function of Probate and Rale of the ‘

' Personal Representative -

- . -
.

oy

.

a. Opening an Estate
0 . '

“b. Petition for Letters

2 'lmmductxon to the Fgderal Estate and

Gift Tax Structure

‘3. Property includabie in. Gmss b.s~
tate :

} “The student should be fam:hd.r with

- probate procedures .
o ‘2. The student should be able tgcumplete

the forms required for probate and ¢

_properly file such materials.

4_,”3".

B S AL o A e e o nows e
1\ S R N EEEAENR LT

>
b. Valuation of Assets T
c. What Expenses Are Deductible
- d. Marital Deduction = - e
e. Apphcauon of the Unified Credxt :
3. Apphcanon of the Federal Estate ‘and
- Gift Tax System :
a, Form706 ' .
b. Instru'étion‘ in' Preparation of Re- ) |
turn - Background Information -
c. The Mantal Deduction - Specxai ‘
" Problems A
d. Powers of Appomtment
e. foetxme Gifts ‘
f. Preparatmn of Sample. Form 706 5
with. Emphasis on. Valuation of R
- Trust’ Property . ‘ -
4. Preparation of Inventory and, Inherx-
tance Tax Form 600 ‘
a. Inherxtange Tax and Federal Estate .
~ Tax Compared et
"b. Differing Treatment of Spouse
c..Property Includable T
- d. Preparation of Sample Return
5. First or Anoual Accounting
"' a. The Estate Checkbook - the Role'of -
wv " Proper Record Keeping . o
____b."The Paralegal’s Role in the Admmd
‘ : 1stratmn Process 8
. ¢&. Purpase of Accounting . L
d. 'Preparation of Sample Account ‘
6.. Distribution to Beneficiaries- Ral B
& stmbutmn in Kmd o~ -
i 'y
¥ ‘ i
. »
53 ‘ ;



V. Textsand Referenq:s

Less Than Solveat Estate o

v, lnstru(.noml Methodolm

.« A NewMaIena) (H mtroduced by lecture '
B. Students are assignid projects of com- -

pleting the probate process for an es-

v " tate, .
~ Field trlps are made t the local Recurdcr
" of Wills Offxce

e .

.

o

. A. Local Probate node, if any.

"B. Smith’s Review of Wills, Trusts, Probate,

Administration and the Fiduciary, West

Publishing Compdny. St. PauI Minpeso-

ta. ‘

'@ Shaffer, The Planning and drafting of

.. Wills and Trusts, 'W‘oundatmn Press,
T Inc., 1972.

D. Hower, \nus Tmsts and Estate Admin-

' istration . - Paralegat Materials, West

- Publishing Compdny. St. ?aul anesoj‘,\'

ta, 1978,
.. . ° LITIGATION ' .
;HmmP'er\l’eek - A -
. Class: 3 . - L
o Cmel?scriptm |

An mtroductxon ta the process of civil. and cnmmal '
litigation. Defines.basic principles of pre-trial pro-

cedures which include, e.g., ‘complaints, motions,

interrogratories, bill of “particulars and trial .

orders. Addmon.m} includes a survey of courts

A A Mormance ObjeCUVes o

1. Thé student should be ableto descnbe\

o o ; ' "‘—.« o ,a«W .
. 'ﬁ. ‘ b sttrmuw.m wTrusts and Mumrs . 1. Introductory Material’ & A

¢ Abatement and the Problem 6f the ' - ‘
¢ LY

the role of the legal assistant in the

) litigation process.

& mine whether evxdence 15 admxaszble
©in court.

(txonal limits.

B. Units of Instruumn
- 1. Role of the Legal Asslstant
A Investigation &. Interviewing
-b. Preparm& Pleadmgs :
¢. Attrial

¥
: d. Post- tr}.ﬂ %
2.'vaden<}e : T .
| ".a. Relevancy -
. b. Admtssabthty ' L
‘ ) ¢. Hearsay evidence v
-3 Courts and Theu- J urtsdxcnon

a. State ‘ Y
; _ b.'Federal |
c Serv:ce of Process

- ,,n.f Civil Tyial ‘Procedure

A, Performance Objectives

‘1. }The student should be able to assist. in
the investigation of the case. |
E‘he student should be able to prepare
he necessary ppadm

3. he student shmld'be

- the Discovery P:ocess

)

€ tO JSSlSt )ﬂ'

2. /The student. should he able to deter-

The student should be able to diagram |
the court system and de(me jurisdic-

C e

IV, Instructional Methodology

.+ V.o© Texts and References
. L .

¢. Compiling Medical’ Informatxon
- d. Comp:lmg Fma,ncxal Informatmn

-

;and their jurisdiction, investigation of facts, set- . 4. The su}xdent should be able to assist at .
tlemgntof lawsuity; judgements and post-trial con- ' e trail
siderations. Emphasis on draftmg legal d&uments ‘5. The student should be able to draft
in each °f these areas. . . pot-trial motions and appeais
Major Divisions - T _ ) B. Umts fInstmcnon 0 B ‘
1. Iptroductory Material g D 1:. Tnv tigation , )
1L Civil Trial Procedure a. Interviewing Witnesses
,+1lL. . Criminal Trial Procedure. b. Phomgtaphs ,



r g, coe A | ‘ \ x: ; *ir ;. v’,?(' . ,~ ,“ r\*‘i~ 'k,_i;w?ﬁj: N *\m; ) .j".“ ;T\: ‘{“‘;“3\\ Ai,::‘ﬂ, -:‘\:&2‘{-«;”
© 2 Pleadings .2 Pretrial Motions | Do AR
‘_ "“’ a. Complaint v T LAl Legality of ArrestandSearch o
o b, Answer : fa ' ' ~'b. Motion to Suppress ‘
. PR Motions o, % , o * ¢. Motion to Dismiss T
L o 3L Duoovery _ R - d. Bill of Particulars S
v ‘ . | LICE . ’ |
i ' a. Interrogawne: - =e - 3. Discovery
. P (1) Drafting R oA Brady Material
o 7 (2) Answering o . 4. Posttrial
| b. Depositions C .o a. Motion for New Trail. '
| » €. Admissions T, ' b.Writof Habeas Corpus
d. Production of Documents , - ~ c. Other Post-coniviction Relief -
4. Trial = = ‘ e d. pr
F O ~ @ Trial notebook - " - . IV. Instructional Méthodology
: 4 b. Exhibits , o , R
c. Votr Dire Questions - o A. Néw rhaterial'is introduced by lecture.
| d Assxstance Durﬁx & Trial - B i}t::tesnts practxce drafting various docu-
5. Pesttrial  * - ' C. Field trips should be madé to the local o
* a. Order for Judgment o . courthouse to watch civil .and criminal ‘
: ‘ . - b. Post-trial Motions o - trials. 4 k
L ' c. Appeall- Procedure ~C. Students should role-play intervxew situ-- .
4 . d. Default Judgmeat = - | ations. . |
- & Confession Judgment .' V. Texts and‘References o
: o © 1. Billing S . g ‘ :
K : ! e ot A Blanchard Litigation and Trial Practice
’ X | - oo T for the Legal Paraprofessional, West
v e o L - Publishing Company, St. Paul Minnesor
. Wi- Criminal Trial Procedure:  ° . ta, 1976. .
. B. Laden & Stern,. Institute for Paralegal, - -~
A. Performance Objectives:  Training, - Introduction to Civil Litiga- «
¢ , 1. The student should be able ta asssst in o tian, Wesdt Publishing Comrpany, St Paui '
L the mvesuganon of the case ‘ : anesota 1977. , )
s . & Thesludem should Be able to draft the C e : T
.- mecgssary pre-trial motiond.  CAREERELECTIVES . o= = - °
- '+ 3 The student should be able to assist m.‘ ' > . : b
‘ the Dl&CUWT}’ Process L v ) . ADM!N[STRATIVELAW . R
’ 4. The student should be able to’ draft , o I 1
S - . post-trial motions and assist in -fxlmg Hours Per Week .~ 5 o
L e ' E ‘&n appeal "‘, . . “ 4 v . . Class: 3 . . . . el
s B. Units of Instruction S A R | BRI
o [ . Coursenesa'iptitm ) v : oA
' . I invesngatmn ’ . ‘
. - : o, ThlS oourse is to. enable the student to perceive theA
~ a. Tnterviewing Witriesses concomitant development of administrative iaw
R PR 2 Compiling Information Known to  with the growth of public administration; perceive
Police: . the administration of justice in public administra- ..
¢. Investigating the Scene of the Accx- tion; dehneate between *‘due process’ in criminal <. |
dent - L R justice gnd civil jusjice; understand the legal as- - X
) . ’ 46 . . ’
- . S5 : -
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sistant’s rales in grievance procedures and hear-

(ings. The student should be able to discuss the

growth of government intervention in social wel-
fare; describe the evolution of the_acimxmatra(we
justice system; describe the effect of federalism
and the power of the national government on ad-
ministrative law in the various states; describe the

welopment and role of hearing officers as admin:
istrative-judges; describe }udncul review as the
court of last resort. e

l

_ o .
. Administrative Proceedings o

.Mujor,mvlsm . PR

Il Basic Administrative Law History

{I1.  Administration of Souq.l Welfare Law$ .k
Scopeof.)'udxcul Review S
V.. _Ins;rucuonal Methodology L

Texts and References o
i. Administrative Proceedings

A. Performance Objectives

The student should be able to define, -

descri® and make comparisons con-

\cermng

a. Adveraary‘prooeedmgs
b. Const:tutmns statutes, compacts
- Charters, urdmances and resolu
tions
c. Rules and reguiduons prumulgdted
by administrative agencxes
. Decisions, directives and orders is-
sued by administrative officers
e lnvesngatmns and hearmgs

Lo B Units of lnstructwn

D

1. Development of Admmxstratxve Law
- with the Growth- of Pubhc Admihis-
) tration, :

‘2. Brief History of Administrative Law

“HL.

3. Administration®.of Justice in Pubhc _ '

Administration..

" 4. Roles in Grievance Procedures and
. Hearmgs

(,nmnul .Iusnce and Civil Justxce
II.  Basic Administrative Law History ,

'A. Performance Objectives

__ 5. Delineation BuweenDuLProcess AR

-~

1. The student should understand and be
able to trace the growth, changes and
theory of administrative law so that
the history of modern administrative
Jaw and its place in legal functxons is
clear. - -

2. Thestudent should be able to name the

lm‘mrmnt milestones in admxmstra-
“““me law development. '

A

B Units uf Instruct:on

' 1. The Vannus Kinds of Legal Adminis-".

tration, Beginning with Monarchies
- 2. Constitutional Law. a
a. Magna Charta .' .
. b. Social Contact =
c. U.S. Constitution and Bm of
Rights :

. 3. The Place of Law in an Orgamzed So-

T ciety.
a Supremacy of Law

T 4 Major Procedunes in Admxmstratwe

Law R

a. Writs of Ultra Vn‘es and Manda~
mus

- b. Exhaustion of Admuustrdtxve Re—

medies

x. .

Administration of Social We_lfarel.l.;aws. . -

A. Performance Objecti\{es

1. The student should be able to explain .
what services are avaxlable in. the
agency.. -

L]

2. The student should know wht forms -

are necessary and how to fill them out
for various social welfare complaints.

3. The student should know what repre-.
sentation can b€ made and by whom
for each agency.

# k
B. Units of Instructxon

L

.1. Taking a Case Before .
. a.
- b. National Labor Relatxox;xs Board
c. wal‘R;ghts Agencies *
d. Unemployment Agencres ' ‘
e. Workmen's Cumpensatwn Board

™

.

Social Security Administration — ——————

.
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2. -The Admmxstratwe Procedure Actof
1946 _ ™

IV, Seope of Judicial Review

A Perfurmance Ob jectives

1. The studem should be abte to xdenufy
_ ‘circumstancees in which judicial re-’
0 view of agency decxsxons is . appro-
* priate, R
. The student >huuld be able to debcrxbe

)

the court.
B. Units of Instruction
1. Scope of Judicial Review
2. Supreme Court Dccmons Upholdm;,
- Judicial Review
3. Determination of Quesuons of an and
’ Questxons of Fact L

.4 Status of Mediation and A!'bltrdtxon
: decns;ons o -

. 5. Procedure for Appealing an Agency
Deuuon to the C_ourt :

V. Instrucuoml Methodolog,y

. y
. A. New material is introduced by Ie.eture
B. Students attend agemy‘hedrmgs if pos- -

- sible. . -
. €. Students practice prepdrmg, appropnate'
~ forms. : v

VI. . Texts a'nd'Rcferenc'es . .

This course teaches students a basic understanding
of various business forms, especially the corpora-
tion and conveys 4 general understanding of laws

~ governing businesses and business transactions.

ot

the procedure Yor takmb an appeal to |

. IlI. Drawing Up Leg,al Documents for Busmess

‘:Jl:?:’ e R L T G O R T
~ . [

Students specifically study the laws of the Uniform
Commercial Code. They learn to draw up articles of
incorpuration, minutes, by-laws and other cor-
porate documents. In addition, they draft docu-
ments pertaining to other businesses, such as
panncrshi_p agreements, promissory notes, securi-

b

ly agreements and sales contracts. | ‘ T .
| Majoé Diviskms _ SN
1. Laws Governing Busipness and Busmess
Transactions - : , S
1. ww of the Uniform Commercial Code - .7

. Transactions ™ * | I §
IV. Instructional Methodology ‘
V. Teﬁ;s & References

-

I.  Laws Govermng Busmess dnd Busm&s:
Trdnsacuons

A. Performance Objectives :

1. The Student should be able to describe -

and apply the basxc prmuples of con-
tract law.

2. The student should be able to describe _ .
and apply the basic concepts of agency ’
and partnersmp law. T

3. The student should be able to describe

and apply’ the basic concepts of cor-
porate iaw . ~ e ¢

1

B. Units of Instructioo

*'A. Uveges, The Dxmenswns of Public Ad- 1. Contract Law o B | ‘. T
ministration: lmroductory Readmgs, , " a. Offer s ‘ : .
. Holbrook Press. ! '
: . b. Acceptance
i B. Davis, Administrative. Law and Govern- c. Consideratio
ment, West Pubtishing (.ompany st. ¢ T ation .
Paul. Minnesota. -d. Third Party Contracts
Ce . A ‘e. Performance of Contracts T .
CORPORATIONS AND COMMERCIAL LAW 7 f. Discharge of Contracts '
Hours Per Week . 2. Agency Law ' :
" Class: 3 . ooa Creation of the Agency Relation--
o SO . _ship e
Course Description | b. Duties of Prmczpai and Agent to
- Each Other

c. Contracts with Third Parties

d. Tort Liahility of Principal for
Agent - co

*

194
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3. Partnership de ' oL
4. Formation '
;b Qperation
¢. Dissolution , '
d. The Limited Partaership
4. Corparation Law '

Formation , o .
Directors' and Officers® Functions

‘Shareholders® Rights

f‘ﬁ-f’d?’

The Cloaely -held Corporatmn :}

’

~ Law of the Umfurm Commercxal (.ode

A Performance Ubjm.txves

=

. Dissolution, Merger, Comohdatmn .

IV,

1. The student should be able to describe

and apply legal prmuples related to
commercial paper.

2. The student should be able to describe
and apply legal pringiples related to
secured transactions,

‘3. Thé student should be able to de:cnbe
. and apply the legal prmcxples related

to the sale of goods. » »
B: Units of Instruction = N R

I. C‘emmercial Paper '
a. Types and Definitions
b. Creation
. €. Negotiability

- d. Holder in Due Course
€. Banks and Cutlet.txons

2. Sec.ured Transactions

a. Types and Definitions _
b. Creation and Attachment -
¢. Perfection ,

*_d. Priorities’ .

" 3. Sale of Goods

a. Differences from Basi¢ Contract

Law Y

b. Warranties gnd Product Liability

_memg Up Legal Documents for Busmess

Transactions B

A Perfurmance Objectives 4

r

1. The student should be able to 'dra_f:‘v

docwments in each of the areas..

-

49
38

mePer Week ‘ T ’

2 ’I'he student should be ble 10 find the
requirements for - Qier execution
< and filing of the varxous documeni.s

B. ‘Units of Instrﬁcnon ,
. Contracts .
‘Power of Attorney
Partnership Agreement . .
. Articles of Incorporation,
Corporgte Minutes _-
Notes, Checks, Drafts

. Security - Agreements
Statements '

ol A A

o o

Financing

Instructional Methodology

A. New material is"introduced by lecture.

B. Local forms and examples are distribut-

ed to students.

C Problems in-drawing partnership or cor-

-1 poration papers are presented to students

in a small-group strycture for their solu-
‘tions. :

- D, Field trips are planned to local mmg of- =

' fices: Recorder-of Deeds, Secretary of
States Office, =~ ™

Texts and -References.

A+ Uniform Commercial Code +
B.  Uniform Partnership Act -
C. Local Corporation Statute

'D. Deer etal., The uwyers Basic Corporate

Practice Mamml, Student Edition; ALI-
. ABA.

'E‘."' Dawson, Mounce's  Legal Forms Work-

- book, William C. Brown Co. Pubhshers'
Dubuque, Iowa, 1975. ‘
F. Laden & Kline, Institute for Paralegal
. Training - Introduction to Corporate Law,

West Pubhshmg Company, St. Paul,
Minnesota, 1978,

* G. Moye, The Law of Business Orgsniutions

- Paralegal Materials, West Publishing

By-laws,.

Company, St. (Pau! Minnesota, 1974.

CRIMINAL LAW

ClassB



Course Dedcription |

* This course is designed to provide students with an
understanding of the criminal justice system. Stu-
dents will be exposed to both substantive and pro-
cedural aspects of criminal law. Course objectives
are to provide legal assistant students with a work-
ing knowledge of the nature of different crimes and

" the potential charges and penalues involved. The '_

student should maintain constant awareness that
the burden of prool is upon the prosecution and that
- the presumptum of innocence lies thh ‘the ac-
cused - :

" Major Divisions

I What is Law?/What is a Crime?
-1I.  The Criminal Justiw Pro'cess
1L - The Trial A
IV.  Instructional Methodulogy
V.. Texts & References

1. What is Law?/What isa Crime?
.v A. Performance Objectwes .' - B a

1: The student should have an under-

standing of law as a means of social

control and as a social institution.
2. The student should be able to distin-
guish civil law from criminal Jaw
3. The student should know the compo-
 nénts of the state penal code regarding
the elements of & crime, classification
~ of a crime, the penalties for crimes
and the objecuves of punishment

B. Umts of Instruction =~ _

I. Law as a Means of Soc.mi Control and
as a Social Instxtutmn ‘

2. Kinds of Law -
a. Civil
b. Criminal
3. State Penal Code
a. Elements of crime

(M 7__C::im¢s_Agamstr_the Person
~ {2) Crimes Against Property
(3) Miscellaneous Crimes

b. Classification of Crimes

.. Penalties and the Objectives of
Pumshment

I The Criminal Justice Process

pd

K.
¥ . : - : B Y
" ‘ S

A Performance Dbjecuves

1

The student should be able to outline
and discuss basic concepts: of the ,
criminal law nelevant to our adversary
system.

. The studeng should be able to dmgram

the state. and {ederal criminal court
systems. TR
He should know the components of a '
lawful search and seizure and what

constitutes an admissible confession,

The student should be familiar with

the procedural aspects of suppressing

evidence." _

The student should have a thomugh'
knowledge of equal protection, the

right to effective representation of

: counsgi and waiver of counsel.

B. Units of Instructmn
1.

‘A Perfommnce Objectwes ' : LR

1

A !

-

The Cnmmal Courts State and Feder-
al

Search and Seizure ‘
Admxssxbxhty of Interrog,dtmns and-

: Cunfessmns

Pruo:durdl Abpects of Suppressmg ‘
Evidence

Use of Informers; Entrapment
Right to Equal Protection '
Right to F_ffectxve Representation, by

‘Counsel

. -

Ul The Trial

THe student should be able todefinean -
arrest and be able to discuss the pro-

“cedure of an arrest by warrant.

The student should be familiar with

pre-trial procedure,

The student should recognize the con-
stitutional safeguards in a trial. ]
The student -should-understand the  ~ - —

* plea bargaining process.

The student should know the problems
involved in_the conduct of trial pro- .
ceedmgs such As the defendants
oompetency to stand tnai ‘
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6 The student should be able to dzscuss
the defendant's rights agams& double
jeopardy,

. The student should be dble to descnbe
the r:mge of punishments involved in
sentencing. -

Units of Instruction

1. Procedure Prior to Trial

’
a. Appésrance Before 4 Judigial Of-
{icer After Arrest
b. Preliminary Hearing

¢.- Grand Jury Proceedings
Constitutiona] Safeguards
R'ighli to Counsel - <,
Right to Spee:;y Trial
Right to Impartial Jury
Right  Fair Trial

d.

T o0 o

- Compulsory Process.
f.. Right Agamst Self-incrimination
Problems in the Conduct of Proceed
‘ings .
. Right Against Double Jeopardy
.- Sentencing .

-

Instrumonal Metbodology

v A. New material is mtroduced by lecture
. B. Students conduct a mock eriminal trjal.
C. Students participate in'class discussion,

. -
Texts and References

V.
g A Loewy, Criminal Law (Nutshell Series),
"~ West  Publishing Company, St Paul,
Minnesota, 1975, ‘
'B. Heymann & huﬁety‘ The Murder Trial of
- Wilbur Jackson: A Homicide in the Fam-
ily, West Pubhshmg Company, St. Paul,
Minnesota, 1975.
7 77 C. Rossen & 'Sogg, Smith’s Review of Crimi-
¥ - nal.Law, West Publishing Comipany, St
. Paul, Minnesota, 1976. .
. D. State Criminal Code
E. State Case Law
I )
'S /! .

Hnurs per \Veek

Course Descriplifn’

Confrontation of Witnesses and
- 1L

V.

'."AL.?,'

Cl.ass:‘,S

]

This course is designed to teach the student to han-
" dle client. interviews and 1o draw up necessary
pleadings relative to the general practice of law'in
relationship to the family unit. The student should
learn and understand the laws relating to mar-_
riage, divorce, annulment, custody and support,

adaption, name change, gv.mn;hamst'upK paternity
and be able to draw up the necessary written’
pleqdmgs and to do the necessary research per-
tammg tq these aspects of family law.

N/

*

Major Divisious

L. des Pertammg to the Family .
Elements of Family Law ' - o
Forms Used it Handling Domestic Cases’ '
Instrucuoml Methodology-

Texts and References

i1

IV.

L Laws I‘Dertaim'ng to the Famify

A Perfnrmance Objectives

I The student should be able to descrxbe
. the historical background of legal ..
.~ - concepts affecting the family. . e

The student should be able to define
mtra-famxly immunity.

The student should be able to dxagram
the Famxly Court Strucmre

B. Umts of Instructxon

»

1 History of Famxly Law
Intra-family Immunity
. a. Husband - Wife

' b. Parent - Chiid
Married Wumen s Acts
The Family Court System

N

3
4.
—a& J Emsdxcnon -

b. Canstitutional Safeguards.

H. Elements of Family Law

" . A. Perforniance Objectives

o ('S
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HI.

1. The student shduld be able to plan an
~ interview or complete research on any
" of the vanous family law areas. -

2.-The student should understand the

B. Units of Instruction

1.

Marriage

" a. Formal

b. Commun law -

2. Separation

3

- 4.

a. Divorce
~ b. Annuiment
& Alimony '

- d. Property Divjsisn

Lustud}

a. On Divorce

.substantive law affecting the family.

.

b. Child Suppurt - Uniform Reciprocal

-Enforcement of Support Act

c. Termination of Parental Rights

d, Adoption
e. Paternity N

Changy of, Name

5 Juvenile Problems

a. WNeglect
- b. Abuse,
¢. Dehnquency

Forms Used in Handling Domestic Cases

1

A. Performance Objectives

. The student should be uble to properly

-

. The student should be able to draft
appropriate documents and Pleadmgs N

it family law situations. .

execute and file such documents.

B. Units of Instruction

1.

Ante-nuptial Agreements

2. Separation Agreement
3. Divorce Pleadings

4. Annulment Pleadings - _
5.
5.

Adoption Pleadings
Termination of Parental
Pleadings ' o
Support Pleadings

8. Change of Name Pleadings

- Rights

V. Instructional Methodolagy T

A. New material is introduced by lecture.
"B, Students practice i;‘dra.mng Various.
forms. " '
C. Field trips to family court should be,
;, planned if permitted by the court _
D. Student - discussion should ~ be en-
twraged. . ‘

v Texts and References ¥

-

A. Statsky, Dnméstic'llelations. Law and
»Skills, West Publishing Coxgpdny, St.
Paul, Minnesata, 1978

B. State Statutes and cases

C. Family Law in a Nutshell, West Publish-
ing Cumpany, bt Psxut, anesota i

+  REAL PROPERTY LAW

HoursperWeek " o .
Class: 3

i

Course Descrxpuon

Thxs course is o pruovide students with the basic

concepts of the law of real pmperty enabling them

to perform duties in a legal office. Upon completion
of this course, the successful student will be able to
prepare leases, purchase and sales agreements,
options, easements, and deelis. The student will be
able to complete title searches and understand the
closing procedures. Also upon completion of this
course, the successful student will understand
mortgages, mortgage closing procedures and be
able to prepare mortgages. The student will under-

‘stand - foreclosures, summary process actions

IV, Instrucnonai Methodotogy ok

(evxctmns) condomzmums and zoning.

'Ma}or Dwiqbns

I ~ Basic Concept of Real Property Law . t
Il Title Searches
HI.  Clesing Procedures

V. . Textsﬁnd References

4. -Basic Concepts of Real Propcrty o

A Performdnce Ob jectwes

1. The student should be able to describe
the historical background of- rcal
propf.rty law.

2
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S i ' 2 The student should be able to explain 9 'Easements .
._ * the basic taws of real property.’ a. Types ’
3 The student should be able to draft- 4 b. Effect on Propem & L
appmprute ducuments ‘ § S
. . 10 Lan lord-Tenant :
.B. Unus of Instruction - pt . § Landlard’s i h : % Re b! .
= b , A *a. Landlord’s s sponsibili-
R} 1. Historical Background | . X * ties ® pon .
2 Estates indand "'b. Tenant's Rights & Respons:bxlmes : .
2 Fee Simple ¢. Suit for Back Rent. . '
I b FeeTail . d. Enforcing Tenant's Rxghts
" ¢ Life Estate ' )
» " d. Estate for Years 11. Drafting and Recor ding
o ¢. Conditional Estates | a. Contract of Sale - o
3., Marital Estates C ) D Deed . e ;
. : | : : : c.. Mortgage P
‘ a. Dower . i ‘ e A o : R
' ; d. Lease Aggeement ‘ .
c._Modern.Onuons- . £ Easemet}ts_“ B )
- 4. Concurrent Ownership ‘ L T e
a, Joint ‘Tenancy : Title Search , - , R
S : . P Y
-b. Tenancy in Common | § A, Performance Objectives . %
¢. Tenancy’by the Entirety : - 1. The student should be able to complete »
d Severence of Juint Ownership a title search under supervisiori. o
‘ Parmmn o 2 The student should be able to xdentigy_ ¥
] 5. Contract of Sale ~ possible defects.in the title. '
o a. Writing ‘ A B. Units of instruction will vary somewhat
' b. Specific Performance © depending upon title search method in
: - ¢. Marketable Title g Jeach state. ' .
. -6 Transfer by Deed - Yoon e 1. Recording Acts, gow :
2 - e T ] { ' PN
a. Parts of a Deed ¢ a. Types of Statutes g
c. Types of Covenants , ' (m Wild Deeds . e
‘ ‘ (1) Quitc}aim i " . é, ¥ - (2) vLat&:k‘Recorded deeds ¥
. (2) Special Warranty o0 (3) Early recorded deeds .
3) General Warranty § S * ¢. Inquiry Notice O
- i . : ot 8
7. Adverse Pussessjon ‘2. Reading Survey Plats =~ * 1
8. Mortgages 3. Chain of Title
a. FHA . ' ) * a. Derivation Clause
. b. VA : .-b. Grantor-Grantee Index,
_Acf CornvgnAtiunral - - __4 Out Conveyances , ~
3 d. Purchase Money Mortgage T I?eeds L q ;
e. Second Mortgage : : '
) b Mortgages
f. Recording L . o .
8. Satisfaction  * - < Rz LI‘*"S T .
h. Foreclosure & Ft—‘deml Tax” o
53 . Fiz | - £
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: b. UCC . e €. Real Pmperty in 2 Nutshell, West Pub- g {
c. ludgments o . . lishing Company, St. Paul, Minnesota. =
&‘ Hechanicg . "‘H -~ D. Ring, Real Estate, Principles & Prac- *
¥ o S tices, Prentice - Hall, Inc., Egglewood
- €. Miscellaneous other liens . Cliffs, 1972, g
6. County Taxes E. Jorgensen, Successful Real Estate Sales -
. ' - " Agreements, Canfield Press, New York,
1l Closing Procedures 1976. ‘ _ L
' N | A Performauoe Objectives TORT AND INSU CE LAW .. S
- % 1. The student should be able prepare . v S e
. settiement sheets. - , Hours Per Wesk . ;. | S
2. The student should be able to assem- Class: 3 N _ ;o e
. ble all documents necessary for the o ' .« n ' . \
o Liomng ' Cmrse.Descripﬁan S . A e
- B. Units of antnu:ﬁon ~ This course prepares the student to assist attorneys -~
v C and corporanous in tort and insurance law. The '
ao AN settiemem She@ts : course covers the primary legal principles of tort
. . a Re al Estate Seulemem Pmcedurqs - and insurance law as well as the proper procedures
RO - Act. o : for investigating such cases. The course includes
* . b Allouuon of Costs to Buyer apd Mtentional torts, neghgence strict liability, fire
‘ Seller. W}H Vary § % and liability insurance and wnr;men s compens:p
: . A tion claims. ‘
c. Lompumy’ons % ® 7 -
'_‘2. Do&.umemj will vary thh Lucal gus Maior Divisions 3
. “toms . ' L ¢ v
' 4. Deed & oo . 1. - Elements of Tort Law «
. : ! ‘ ‘ o o
¥ b. Mortgage and Mortgage Note ‘ ‘;il 2:‘:”; O: In:uran,ce Law | 5
C. Te mite Inspectwn letter * ' fvestigation - ' o
4. eater inspection letter : V. Instructional Methodology . L
.o P} V. . Texts and References ‘ / ST po
e bettlemem Sheets S | ‘ : .y . :
. f I. .Elementsof Tort Law ¥~ o
V. . antructloml Methodalogy ‘ - o ) Fye . -
. \ A. Performance Objectives | ‘
A. New material is mtroduced by lecture. - - c ‘
B. Students practice; preparation of dibcu- 1. The student should be able to explain .
ments and settlement sheets the elements of mtenuong} torts g‘nd. o
. A defenses to these.
¢ J 1 titl ch o
: ¢ i:ﬁ:néw;t::&li compiete d itle sear 3 Ay ‘2. The student should be able to define
D Guest lecturers from-banks, etc. are in- ~ the eleme;tjs ? f a negligence cause of
) ' action and defenses such as contribu-
;ntei to expl:é;n m?r;gageiozpférscaet:zns. i tory neghgence or assumptxon of the
en lgg. Proc ures, foreclosures, etc. risk.
V. Texts am; Ref erences - v . 3. The student should be able to‘ explain

A ;md Bcllavanu,

" B. Kratovil,

gal Training - Introduction to Real
Emte Law, West Publishing Company;
St. Paul, Minnesota, 1978 '
‘Real Estate Law, Prentice -
Hall, Inc. Englewood Cliffs, 1975,

¢
s

!nsmute fo:* .

the concept of strict liability.

4. The student should be able mjﬁnn&_
the responsibilities associated with

owgers and occupiers of land, \

\ 5. The student should be able+to explam\‘
- "the various theqries of prodqcts hc}bﬂ- e
. It'y. o A ) |

!
! P
}
|
i
* 1
\
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L Thg student should be able to explam‘ , < Strict anbxhty 402A of Resmte- | )
' -"the various types of smmumty from - ment 2nd of Torts
X i =
. tort habmty ‘ 8. Immunity . * .
i 7. The student should be able wdescrube & - : .
R the various forms of damages in tort ‘~ a. Intra-family . i
4 _actions. . B = b. Charitable i
AR ' : ‘ <. Govemmental P!
B. Units of Instruction : :
i,‘ - 9 Damages o
Elements of Intentional Tom < a. Nominal
. e Intent - b. Compensatory -
b. Assault’ , ¢. Punitive .
f ¢. Battery - + d. Wrongful Death vs. Sut*}val Stat- 3
Y “d. Intentional Infhctmn of Eggotional ™ ute >
: « Distress ‘;‘,, N . ‘ .
e. False Impriémment I I -Elements\o@msurance Law . g
- ' y ‘ ' _ a \ -
1. Trespass to Real Property A. Performange Dbjectives : o
8. Trespass tc Chauels ' ,
h. Conversion - 1. The student ‘should be able. to read and i
. analyze an automobxle insurance puh- : -
2. Defenses 1o Intentional T £‘~ cy. - —
Negligence { ot g ‘2. The student should beable to read and
: . icy. "
a. Elemems of a Negligence Ca se of analyze a basic fire insurance pal & N
Action = £ &e ¢ , 3. The student should be able to explain s
b. Standard fC- . * : the provisions of the k)cal workmen’s ot
- Standard ol tare compensation statgxé T o
¢. Negligence Per Se RRINY ) Cove a0 -
- d. Proximate Cause . B ‘Unxts of IDSU’UCUOH % % o j
| , & Vicarious Liability . 1. Automobile Insurance Policy : s
& - _f' Rg\ss Ip* Loquitur g a. “Farhily Auto Policy'’ as Contmsted |
: 4. Defenses o Negligence - ' ith New Readable Policy. '
- 4. CDl\trlbutOI‘)’ N%hbence Cdse Study éf Sdmple cht Sltua‘ - ) )
b Lasi Clear Chance. 4 tioni . o | .
) c. Assumpuon of the Risk § scHAccident Inyesugatxon ‘
-d. Comp\amuve Negligence | F 2. Bas_ic' Fire Insurance Policy !
5. ,_iab'“-uy Without Fault _ a. New Yark Standard 165-line Policy
N Animals ' v 'b. Endorsements Which Extend Cover-
- age N
b Ultmha%ardous Actwmes\ ¢ Investxgatmn of Fire LossSituatxons §
e Defem»ei ‘
: 3. Workmen's Com nsation Cases”
6. Owners an%cupxers of Land - pe as _
® .ok - a. History of La » %,
3 e Tfew““wf 1 “:‘, b. Local Statuto Requxrements :
. b. Licensee \-\ : ‘~‘j c. Routine and Corfiplex Cases _
C. Invitee SR e — T TR T ——
< d. Forms Required /
% d. Attractive r\tuxsance Theory e. Hearmg and' Appeals P Iure ‘ 3
g 7. Products anb:hty ' “ . /
“ a. Neglig “;nc “* Ilé. Case xgvesug:mon ) ’/_x .
- - b. Warragly " A, Performance Objectives
t g v v '
& : Srs " g ‘ ;- | % | " A
Q / ti ' \"
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1. The student should be able to plan the - - 6, Client Diary : - G

iInVestigative steps.

‘a. Pain‘and Suffe_ripg

“; "2, The student should be able to collect ' b Disabilities e
g ropriate physical evidence. ' .
% approp PRy © c. Everyday Tasks Which Client is Un- R
3. The student should be able to g.nher able to Do .
; ' wproprute estimatey.
B. Units of Instruction | ) - E
- 1. Witnesses - ' . . Iv. lnstructional Methodblogy |
3 a7 Who to approach A. New material is mtroduced by lecture.
' b. Types of approaches ‘ B. Role- playmg, is used to practice interview
: 2. Background Research r : . techniques. ‘
. ) ) _— s C. Students practice drafting forms writing .
. a. Police Reports on Accidents ’ request leyers, etc. ' .
b Fire Marshal's Reports . % , .
€, ¢. Advertisements . _ § B
) d. Repair Estimates - V. Texts and References -
J 3. Photographs ) L \ A Prosser, Torts, West: Publishing - Com- -
' a. ‘Scene of Accident TV pany, $t. Paul, Minnesota, 1955°  ,
. b. Injuries and Damages , w1 B. Kionka, Torts: Injuries to Persons and.
. " : : T Property (Nutshell Series), West Pub-
4 Me_th‘c.ﬂ Informdt‘mx} - — lishing Company, St. Paul, Minnesota, :
a. Hospital Reports . . 1977. | e
b. Doctor’s Reports ' : - C. Hill,. Rossen & Sogg, Smlth’s Review of '
' MY Torfs, West Publishing Company, St
S ‘L‘M Wages " Paul; Minnesota, 1975. °
4. Statement from Employer _ -~ p. Bishop and Shelton, Manual for Legal @
. b. Statement from _ Client if Self- ¥ Assistants - Civil Litigation: Auto Negli- T
< ~ ‘employed ' r T gence, Institute for Continuing Legal Ed- .
* ¢. Income Tax Forms ’ . ucanon. Ann Arbor chhu,an 1976.
- g ’ . ) X E ' -
- ‘ . [ -
- ?‘“ ) °
v | Y
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| T,
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'APPENDIX

!

INTRODUCTION TO PARALLGALI&M

T N

(ueneral Lourse ;émtggg&

I, btuden‘ts 4ill be able to explain tu 4 layman or an

, attox‘ney exaclly what the nature and function of

a paralegal is, with 1009 undérstariding.

. The students will be able to convince a skeptic of
the need and dcsxmbmty of the use of parakgals
throughout the legal ; area. _

43

3. Students will fully understand and be able to ac-

curately define the role of a paralegal in the legal i}

services delivery system,

4. Students will be able to list many. ways for pam-
legals to assist_attorneys and nany functions
that- Aparak‘g,.us perform before  government

5. Students will be able to correctly identify situa-

tions which are cledrly unethical or clearly ethi-
cal.

6. Students will improve .md develop mvesug.\tmg

. and mtervxewmg skills. ‘g . - \

PR R

7. Students will imprave and develop oral u\dvocacy'. :

skills.

8. Students wili be able to locate research tools in
the library, and be able to recite the fuqcuon of
. each research tool. :

-

9. Students will be able to accurate}y descnbe the -

- generalities of our system of civil litigation, and

agerxcxg.s md for leg,al departments of mdu:try

Y

DR

~£‘

his/her role in civil litigation..

lNTRODUCT ION TO PARALEGALISM A COMPETENCY-BASED CURRICULUM

COM PL'I ENCY" LbARNINQ EXPERIENLLS TEACHING EVALUATION
L OBJELTIVE STRATEGIES '
'I,The student will be able . Readings in . Statsky, Introduction.  to I.Written essay exam'. and

to explain 10 a lay person
or  an attorney exactly
what the nature and func-
tion of a paralegal is,

with 0% understanding. -

v-2.'Ihe student will be able
- _to convince a skeptic of
the need-and desirability

Paralegalism, numerous handouts of cur-
rent articles, classroom lecture-discus-
sion, .paralegal and attorney presenta-
tions i

. Class lecture- dt;cussxun. role plays, so-

cratic dialogues with instructor, in-class
debates. Presentation of objections to use
of paralegal through current articles, Ac-
tual discussions with neighbaors, fnends

in Statsky, . lntmductmn

of  using paraleguls

throughout  the legal

arena ~ hostile attorneys, etc.
3. The * stud 3. Readings

stand ‘and be

cumte!y ex.p!m

- legal
sy stem

services dehvery

Paralegalism, viewing two televibion spe-

paid legal insurance and the paralegals
role. ABA committee reports and docu-
ments,

L} 61 -

-class, Vu.wmg, of two television
- specials on delivery of legal services.

§

: ...clals on legal services delivery systems: -
Lawgrs: Guilty as Charged, 4nd Lawyers -
and the Public Interest. Readings on pre-”

oral presentation to class
or in small group (self-

- graded)

. Instructors evaluation .of

in class debates, essay
exam question on advan-
tages or and rationale for
use of paralegals.- Writ-
ten report of attermnpts to-
convince others.

to , 3 Essay exam qu&tmns

1



COMPETENCY. LEARNING EXPERIENCES - TEACHING

=' OBJE‘.CTWE - STRATEGIES

4. The atudent will be ablé 4 Readings from Statsky, Introduction to

1o list at least 20 ways for  Paralegalism, and lecture discussion. -

' paralegals to assist attor- Presentation by government .official and
neys, and to list the func- - in-hours corporate counsel. Student inter-
© tions that pa.mlegals per- . view of government officials dealing with

" farm. ' - legal services.
5.The student will be abie‘ 5. Readings from Statsky, Introduction to
'd to correctly identfy situa- Paralegalism. Reading from applicable

~ tions which are clearly - portions of the ABA Code of Professional
unethical or clearly ethi- Respansibility. Hypotheticals to be ana-

cal, and to identify situa- ~  lyzed in class. Study of cases on unauth-

tions where there is a orized practice, with inclass analysis and
possiblity of ethical prob- discussicn. Role-plays and debate.s on eth-
lems requiring consulta-  jcal questions.

. tion with the attorney. ‘ :

6. Students will develop and * 6. Readings in Statsky, Introduction to
improve  investigating Paralegalism—~Numerous small gyoup in-

oo and interviewing skins.r terpersonal communication ‘exercises.

Values clarification to strategies designed -

_ L . to promote understanding of communica-
— tions skills, Demonstrations of technique$

to get people to open up and talk. Investi-

gation practicum: complete in-class sim-’

ulation of investigation of a case. Inter-

, : view of someone connected with legal
. system on the subject of paralegals. Anal-
‘ ysis of own we_aknesses and strengths.

7. btudemz. will improve 7.Readings in Statsky, Introduction to

* and develop their oral ad- Paralegalism. Lecture discussion on tech-

© - vocacy skills, ) " nique and approaches, Small group.expe-

- : _riences on. oral .advocacy, and in-class

presentation to persuade others to adopt

- your point of view on a controversnal
issue,

.

8. The Stu&e:xt.will be able S.Readings.from Statsky, Introduction to

to locate research tools in Paralegalism, lecture discussion on re-

the library, and be -able’  sources. Publications from West, Law- -
to recite the function 'of = yer's Coop, Shepards, How to Use She-

each research tool. pards Citations. Trip to Law Library, and

talk from law hbranan on various re-.

search tools and their functions and uses.
Distribution of law library handbook.

9. Students” will be able to 5. Materials by Statsky, lecture discussion,

- accurately describe the talk from local judge handling civil cases,
operations of our system ~and trip to observe civil Imgation when
-y of Civil Litigation, and possible. : S
the role of the Paralegal N 1 : Lk
in that s€st,em. o L ‘ B
< . . g‘ . ' L 3 _' . ” i .
b . . _ .
: .

S

* EVALUATION

4. Essay exam. Written. re-
. port of interviews, .

.

‘9. Essay exam  questians.

-ldentification of .problem

~ areas from hypotheticals.

- i

.

6. Essay exam questions
based on -hypaotheticals

Written report of inter-

views. o

7.0ral advocacy on final

exam, (presentation to
instructor and a panel of
others).” Graded on pre-
sentatiqg to-class.

8.Essay ‘exam question on

‘how a student would re-

search problem.

9. Eagsay exam questions. -

&

" search a hypothetical re-

T 4

+
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- Paralegal Electives

- 706:196

706:188

Social Security Law and Procedures o
Procedures in Family Law ’
Fundamentals of Consumer Law ™ - $
Litigation and Procedures in Insurance
Fundamentals of Welfare Law
Procedures in Bankruptcy

706: 1493
706:194
706195

706197

L4

iw
L]

-

= - -DEMONSTRATIQN COLLEGE PROGRAMS
a o COMMUNITY AND TECHNICAL COLLEGE .
. ... . 'UNIVERSITY OF TOLEDO
. . Toledo, Ohic |
. LEGAL PARAPROFESSIONAL PROGRAM . -
- ASSOCIATE OF LEGAL ASSISTANCE DEGREE b
| FIRST YEAR .
Fall Quarter Crodits - Winter Quarter Credits  Spring Quarter - Credits
706:1%0 Intro. to Paralega- 706:252 Real Estate Trans- ~ 706:192 Estates and Probate
lism 4. - actions- ' 4 ~ Administration 4
706:145 Intro. to Accounting 4 '706 293 Fundamentals of 706:245 Management Principles
706:160 Typing 1 - 2 Taxation .4 706:267 or Legal Office
702:101 Social Science | 4§ 706: Paralegal Elective 4 - Procedures 4
705;.114 Data Processing Ap“ R 402 Humanities Elective 3.5 706:248 Prmcxples of Super-
plications 4 ' xmaf 15-17 . vision : -4
Total s S - ‘702:102 Social Science I . 4
' L : i ‘
. P SECOND YEAR
‘Fall Quarter : Credits ©  Winter Quarter ‘C.redits_ ‘Spring Quartéy: * Credits -
706:29 Bus. Organization | 4  706:181 Civiland Appellate ~ * . ° 706:294" Paralegal Ethics - 2
706:291 Legal Research - L4 Litigation 4 706:288 Paralegal Intern- -
. 702:103 Social Science. 17T 4 706:146 Advanced Account- ship 5
702:133 Communications Il 4 - ing Prineiples I 4 706:120 Constitutional Caw ’
C Total . 'ig  T706:147 Intro. to Bus. Law 4 and Criminal Pro-
s | 702:132 Communications [I 4 tedures £ 4
| Total o 16 Toal . % 1

:‘#
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a\RAPAHOI: COMMBNITY COLLEGE

‘Littleton, Colarado

. LEGAL PARAPROFE.SSION:\L CURRICULUM
ASbOCIATE OF LEGAL AbSlhTA.NCE DI:.GREE.

1

‘ FIRST YEAR

- Fall Quarter; '~ Credits © Winter Quarter : Credits
* English Compost@h .~ 3 ACC 122 Basic Acct II '
-ACC 211 Acet. For L 34 (Paralegal Section) . 3

ACC 121 Basic Acct. | ." - ENG 107 Business English 3.
*PAL 115 The legal Asst. 1 . 3. *PAL 116 The Legal Asst 11 3
*PAL 119 Legal Research ~ 3 . REE 17 Real Estate Law 3
*PAL 117 Family Law 1 -3 - PAL20I LitigationI - 3

‘ . 1816 Electives | ' 3
. s’ 18
i | -
. SECOND YEAR
Fall Quarter ' Credits Winter Quarter - Credits
BUS 201 Business Law 1 3 SEC 128 Records Management 3
PAL.206 Corporations . 2 *SEC 215 Office Procedures
. PAL 211 Probatel . 3 (Paralegal Sec.) _ 4
SEC 202 Production Typing Humanities ° 4
. (Paralegal Sect.) .7 5 **Electives .3
: ‘ Bt . 14

. —

1

*Core coud 206 40 e Lk firag

Spring Quarter
BUS 108 Business Comm.

MAN 225 Management or

Credits‘

MAN 235 Effective Supervision

PAL 202 Litigation II'

"Electxves

Spring Quarter
ECO 111 Economics 1or
ECO 112 Economics 11

* PAL 290-295 Coop. Work

Experience
Speech

**Electives -

4
3
PAL 225 Admmmratwe Law 34
3
6

e

' ¥
“Pmlwmmmnmwnwmux Nm«mmdemummwbnhooenrmmt.befouowmmdjorwu.mmm ACC 128, LEA 1M, Sk:t.

e

" Typing compatency roqwnd for this dqm Students must take of chalienge SEC 110, Thee hours of Pwal hdmm (actvity courses caly) are rvqwnd. in addstion (0 /

nlwwm lmuﬂ-&um‘«umdu‘

-
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*« © NORTHWEST MISSISSIPPI JUNIOR COLLEGE
" = . Senatobia, Mississippi

LEGAL PARAPROFESSIONAL CURRICULUM
' ASSOCIATE OF BUSINESS DEGREE

. | |
The ‘stude'm enrolled in this curriculum will be offered the opportunity to become a technically quali-

. fied assistant employed in law related occupations including public and private law practice and/or cor- .
porate or government law related activities. An Associate of Business degree is awarded upon comple-

W ot b W W

- tion, o o
. . o . ' . -.“ . n,l W&
e o 77 FIRST YEAR '
_+ First Semester - . ~ Credits . Second Semester o - Credits
~ ENG 113, Composition ‘ 3 ' 'ENG 1123, Composition ‘ ‘
. ACC 1213, Prin. of Account | 3 ACC 1223, Prin. of Accounting II -
- BAD 1313, Bus. Mathematics - 3 EPY 1513, Gen. Psychology
PLA 1113, Intro. to Law » 3 PLA 1123, Legal Bibliography
BAD 2413, Business Law | ) , 3 BAD 2423, Business Law II .
" TOTAL | D 15°  TOTAL s
. : .5\ : . . - . .
SECOND YEAR
Third Semester . . Credits  Fourth Semester | © " credits
PLA 2113, Miss. Legal Systems [ 3 PLA Miss: Legal Sj?stgms | § : 3
PLA 2133,iLibrary Mapagement 3 PLA 2212, Legal Writing N 2
- PLA 2143, Legal Accounting 3 PLA 2222, Mech. of Property Transactions 2.
. PLA 2213, Abstracting & Public Records. 3 PLA 2223, Law Office Management 3
Electives L E 6 PLA 2122, The Legal Ass't. in .
TOTAL ' : 18 . the Legal Profgs‘sitm ‘ ’2
. _ . o Electives ' ~ 6
' A , | " TOTAL . R - 18
b
/. ‘ _
* ‘s
P -
; /
§ - ;) :

W -



B a

-

+ . F
\“ ' ‘ . - ) ) ' & il o o
" MANCHESTER COMMUNITY COLLEGE A T
. VU " Manchester, Connecticut = . . | t
‘ £ . LEGAL PARAPROFESSIONAL CURRICULUM S '- ﬁ |
- ASSOCIATE IN SCIENCE DEGREE - . ball

The Legal Assistant program is a two«year program of study leddmg m th{ Assaciate in Science degree ‘
upon graduation. .

" Legal masunts may be called upon to conduct research and prepare briefs; to as librarians, col-
Tect bills and answer docKets; to perform office management and administrative @sks such as book- -
keeping and accounting. They may serve and file papers, prepare tax statements, prepare and %ft '

eadings, deeds, forms, wills, trusts, and other matters connected with estates.

N Individuai characteristics desxrahle for effectiveness as a legal assistant include an ability to question
and think critically, general familiarity with accounting principles, high level of language skills and

comprehension, ability and willingness to accept ms‘gonsxbxhty, thorough and conscientious concern for
detail, and pride in accomphshmem A ‘ %

Graduates of the program can study an additional two years toward a bachelor's degree as a legal ad-
ministrator, the next level of advancement. These additional two yedrs provxdq; the intellectual and pro-

* fessional uthh necmry for the assumpnon of :ﬁ..qor ddmm:stratwe respons:bxhtg within the law of- -

ice. ¥ * - . .
¥ A  FIRST YEAR = N
First Semester Credits  Second Semester s , Cregits "
- Accounting 101 - - 4 ¥ Legal 101 ' ' o F 3 b
" English 111 ' 4 - 4 Political Science 112 - -~ - . . 3 i}'
Legal 102 R .3 Secretarial Science 232* ‘ ' 3 i
- Puolitical Science 111 ' A Elective, science , : 5 - 34
: Elective, sou{‘ scienge™*  » oy 3. F_lecnve. socxai scxence“ Co . 15-16
4 o S_ECOND‘YE‘.AR : ‘ :
’ o \_\\»\- " - | ‘ N é . -
. Third Semester. : ~ Credits  Fourth Semest T Credits
Legal 201 . Ty 3 Lq,al 202 Q | 3 .
Legal 211 : -3 .Philosophy 203 ~ 3
Legat 221 .~ , ¥ 3 Public Service 202 y -3
 Legal 241 ' 3  Legal242 .3 ‘
Elective*+* | . 3 Internship or elective*** ' 15
- 8
. &
* For Legal Assistant students miy there s o preroqu;sue for this course. ' ) ‘ o ‘ ' ' ‘9

** Sociology 101 and 102 or Ptyghumgy 111 and 112 are recommended -
“*rLiberal asts and scierices eleciwesgv recominended

A

A\
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SR ¥~ KAPIOLANI COMMUNITY COLLEGE 2-
e : /> Honoluly, *waii _
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, LEGAL PARAPROFESSIONAL CURRICULUM

* ASSOCIATE IN SCIENCE DEGREE

Legal custs have drarﬁaticﬁlly increased. The emerging field of the legal paraprofessional (paralegal)
18 one of Zhe major means of making legal services more widespread, efficient, and available fo all. The
legal paraprofessional is someone who is specially trained to work with the supervision of an attorney.to -

assist in the practice of law. The.legal paraprofessional fulf ills a role that is foughly analogous to the role. . ’.
of the paramedic in'the medigal field. Program graduates will be qualified to wark in private law firms, .
. corporations, public agencies and public law firms. o ot R ,

NEEA
i
.o
.

B PSS-S,

&y
- ; FIRST YEAR " g | o .
o 4 R ' . ! . ’ . L x . : .
- First Semester + Credits  Second Semester - -~ . Credits
* *Law 101, Role of the Legal | © *Law 102, Legal Research - T
Paraprofessional | . - ¢ 3, Law 193, Cooperative Education 3
Law 111, Litigatioh (highly recommended) 3 ' Speech 141, Effective Oral ] S .
- English 100, Expository Writing ‘ .3 Communication - _.___. . 3
3 social Scienge Elective - - 3 *Humanities Elective ST 3
* Matheatics Elective | 3 Natural Science Elective L .3
” ‘Total 15, Total . 15
e
. o . SECOND YEAR
e Third Semes_ter - i Lredits - Fourth Semester , Credits
§  “Law 201, Law Office Management - ' 3 *Law 202, Legal Interviewing, f . ;
 claw 203, Legal Writing - 3 Counseling, and Negotiating o )
Accounting Elective . . 3 Law 293, Cooperative Education ot 3
Law 121, General Business q:'actice 3 DPRO 130, Intro. to Data Processigg - 3
. Law 126, Taxation ~ ~ 3 Law 131, Property Law . a 3
) s Total ¢ . .o 15 Law 136, Tort and Insurance Lavj . 3
R | S . Total” . “ ‘ 15
L ( ' aE . - . ~ : ‘\ , T ‘
S \ oo - - > — 3 ‘; - — | ) __‘
'Regu.‘(mq_q‘)re cOuUrses > ‘1
o o oo “
o, . 67 7 / :
- ' . ot ) ‘ M
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g oy F WESLEY COLLEGE- - - '
| LW _ Dover, Delaware -8
it LEGAL PARAPROFESSIONAL CURRICULUM
| By | - -
First Semester - o : Second Semester
hn;hs? Cumposxtmn : 3 . *Criminal. Law
*Intro to Paralegalism;, and Law Offxce _ ’ . “Legal Writing
..~ Procedures - : o 2, ‘ -~ *Business Law I
K ~*  *Legal Research ._ 3 . Paralegal Co-op
o Tort taw : . § —3 - Physical Education
vl ' Busmess Law [ - ' 3 - -, Elective :
'y ¥4 s ‘Rea] Estate
Q' ! ” ["
s }
. Third Semester ) | Fourtl} Semester
*Estate Probate . '3 : " *Family Law
* *Litigation \ 3. v *Legal Research Seminar
Americgn Federal Govt. or State & Local.Govt. 3 Paralegal Elecr.ye
. Accounting [ . 3 Religion
Elective , ot 3_ ‘ . Elective -
Physical Education -~ . 1 . Elective ’
Paralegal Co-op e : T SR - — .
N . LT o - . ' ¥
L : : IS -
The student fust take'sufficient elective credits to
' tatal 64 semester hours. One elective course must . _
" be {rom the Division of So¢ial Sciences and one = = .
‘ s " | slectiye course must be from the Business Divi-
' vsmn 4 2t : Lot
. <\ = * t'
o - -
3 . .
. ® -§
s ‘ '
;o '/")
| \ o
Y | | | .
" 'F 7 *starred courses indicate requirements for the Certificate in Paralegal Studies. E
. ‘ : . L g L
: e S
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. AMERICAN BARJASSOCIATION STANDING |
§ZOM&HTTEE ON LEGAL ASSI%T ANTS .. -
\henmtm 0. Pringle, Chairman, Mmot N L
ika T. Crabtree, Oklahoma City, OK e
J. Carlton Flemun, Chatlatte, NC -
Paul G. Haskell, Chapel Hill, NC g e : e
" Robert S. Muckiestone, Seattle, WA . - |
“Joseph Novak, Salt Lake City, UT . R S
Carol Ruth Silver, San Franciéco. CA \ ¥
| g - . S / o -
ASSOCIATIONS OF LEGAL Assmrms A ®
National Fedemtmn of Paralegal Assocxatxans S
* Ben Franklin Station S [ ;
P.0. Box 14103 . o ‘ \ .
Washington, D.C. 20044 B ; T
.\ National Paralegal Institurg N T 3 \
Q000 P Street, N.W. I’ - I , \
Washington D.C. 22036 S 5:1. ' : b s ' N \ E
National Cap:tal Area Paralegal Associauon f“‘ ’ B | AT
P.0. Box 19505 P A - ' s ,\ '
.Washington D.C. 20036 S ‘ oy
. . ' \
Nanonai Association ofl’esal-Assxsmnts {&: T ., . \
3005 E. Skelly Drive ) . S : S
| Tulsa, Oklahoma 7¢l0s & o~ S
- « » : . | . R ‘ “» "‘\
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