Syllabus For

PARA 2222

OCCUPATIONAL INTERNSHIP

Spring 2007
INSTRUCTOR CONTACT INFORMATION

Name: Matthew S. Cornick

Office: T-109C

E-mail: mattcornick@clayton.edu
Phone:  678.466.4639
PREREQUISITES/COREQUISITES

Prerequisite(s): PARA 1101, 1103, 1105, 1109 and must be currently enrolled in the Paralegal Studies Program and have completed at least 75% of all Paralegal (PARA) career courses in your major (6 PARA classes for Certificate majors; 9 PARA classes for A.A.S. majors).

Students must have at least a 2.0 overall GPA.

Students must have employment/internship by beginning of semester enrolled in PARA 2222.

Must obtain permission from Instructor prior to registration.

Corequisite(s):  None.

COURSE DESCRIPTION

This internship requires a minimum of 150 hours of on-the-job- paralegal (or other substantive law-related) training in an approved work environment.  The internship is designed to give students practical experience in an actual law office setting.  The student will perform tasks under the supervision of an attorney and/or legal assistant.  Through this experience, the student will learn about the daily functioning of a law office/department; will apply the knowledge gained through his/her course studies; and will learn to apply the ethical standards governing the practice of law.   

NOTE: It is the student's responsibility to drop this course during the drop/add period if he or she has not properly satisfied the prerequisite/corequisite requirements. If the student has not satisfied the prerequisite/corequisite requirements and does not drop the course during the drop/add period, the instructor will advise the registrar's office to drop the student from the course. The student will receive a grade of "W" and no refund will be given. The student alone will be responsible for any loss of funds or financial aid that may result.

NUMBER OF REQUIRED ON-CAMPUS MEETINGS

This class will meet on campus as needed.

COURSE OBJECTIVES AND/OR LEARNING OUTCOMES

Upon successful completion of this course, the student will be able to demonstrate skills and competence gained from the work experience.

TECHNOLOGY REQUIREMENTS

University policy states each CSU student is required to have ready access throughout the semester to a notebook computer that meets faculty-approved hardware and software requirements for the student's academic program  (as part of the registration process, students agree to this). See http://itpchoice.clayton.edu for full details of this policy. Your computer should meet the given minimum specifications for the School of Technology as listed at http://itpchoice.clayton.edu/bylevel.htm. 

This particular class has the following technology requirements:

 You do not need to bring your laptop to every class.
1.  You must have access to the Internet, either through the local area network on campus, or through an Internet Service Provider (ISP) of your choice (the costs for the ISP are your responsibility).  No excuses will be accepted for inability to access the Internet.

2.
You must activate your CSU Student E-mail account.  

3.   Students are responsible for regularly checking their CSU Student E-Mail Account. 

COURSE REQUIREMENTS

1. Complete both preliminary forms and return to Instructor prior to gaining permission to enter the course.  These forms are:

a. Experiential Learning Agreement (must be signed by student, work supervisor and Instructor)

b. Student Information for Experiential Learning Form

2. Complete Weekly Reports in a timely manner.

3. Make sure that the work supervisor completes an Evaluation Form at the end of the semester and returns it by mail as directed.  This form will be mailed to the work supervisor near the end of the semester and must be returned by the end of the semester.

4. Be familiar with all information on the School of Technology Internship website at http://tech.clayton.edu/Internships/IntroPage.htm.  All necessary forms are available at this site except the work supervisor’s evaluation, which will be mailed near the end of the semester.  

5. Complete the Data Collection Survey at https://secure.clayton.edu/advising/data.htm and submit a written confirmation to the Instructor.

6. Provide a copy of your resume that should include a reference to the Internship experience.

7. Attend and participate in no less than two in-class meetings during the semester.

EVALUATION

A=
90-100

B=
80-89

C=
70-79

D=
65-69

F=
Below 65

Weekly Reports

30%

Work Supervisor Evaluation
30%

Work Product/Site Visit
30%

Attendance at all meetings
10%

Data Collection Survey
- 10 points if not completed

Resume


- 10 points if not completed

MID-TERM PROGRESS REPORT:


The mid-term grade in this course, which will be issued on approximately February 26, reflects approximately 30% of the entire course grade.  Based on this grade, students may choose to withdraw from the course and receive a grade of “W.”  Students pursuing this option must fill out an official withdrawal form, available in the Office of the Registrar or online at http://adminservices.clayton.edu/registrar/, by mid-term, which occurs on March 2, 2007
TEXTBOOK AND OTHER MATERIALS NEEDED 
Surviving and Thriving in the Law Office, Richard Hughes, Thomson Delmar Learning, 2005.

CLASS AND LABORATORY EXPECTATIONS
1. We will meet as a class at least three times.  I will collect your class schedules at our Orientation and create a class meeting schedule that will cause as little inconvenience as possible.  Students will be expected all class meetings unless the student has a conflict with another class meeting.

2. You must abide by all rules of ethics and professional responsibility as you undertake your Internship.  This includes:

a. Confidentiality: There is an ethical duty to keep client communications confidential.  This means that you must not discuss clients or the content of their communications with friends, family, etc.  A breach of confidentiality could result in serious ethical problems for your work supervisor as well termination of your Internship.

b. Conflict of Interests: If you are placed in the position of having to perform tasks that create for you either a real or perceived conflict in allegiance to the client, you should discuss it with your supervisor immediately.

c. Legal Advice: As a paralegal intern, you are not allowed to give legal advice to clients or others.  This could constitute the unauthorized practice of law and could result in ethical sanctions against your supervisor and criminal action against you.

d. Attorney Supervision: Any documents prepared by you must be reviewed by your supervisor.  You are to identify yourself as an intern to clients and others.  You are not to represent yourself as an attorney, ever.

3. If any problems arise relating to ethics or other matters, consult with your supervisor as soon as possible.  For other questions relating to your internship, consult your Instructor.

4. Near the end of your internship, an evaluation form will be sent to your supervisor.

5. It is normal to feel anxious and or nervous at the outset of your internship.  As you get more comfortable in your responsibilities and abilities, this will lessen.  

6. The University in no way guarantees completion of the internship or this course.  The University reserves the right to terminate the internship and deny the student from receiving credit for the course.  Grounds for termination include, but are not limited to: insufficient performance by the intern, violation of the supervisor’s or University’s policies, and unprofessional conduct on the part of the intern.  If it is necessary for the University to terminate the internship for reasons other than those relating to misconduct by the intern, other arrangements will be made to provide the intern with a meaningful opportunity to complete the internship.

STUDENTS WITH DISABILITIES
Students with disabilities who require accommodations need to register with Disability Services.  Contact them at DisabilityServices@mail.clayton.edu or visit their office in the Student Center Room 255.  If you do qualify for services, please give your letter of accommodations to your instructor as soon as possible.
FINANCIAL AID

Financial Aid, including grants, scholarships and loans, can only be used to cover the costs of courses that are required for your currently declared major. If you are declared as a certificate major, your financial aid cannot be used for courses in an AAS or BAS major (or any major other than what is declared). It is your responsibility to contact the Office of Financial Aid to request an adjustment to your award if you register for courses that cannot be covered. If you do not do so, you will eventually be billed for any financial aid that you have received for courses that were not required for your declared major. If you are unsure about your major, go to the Duck to see how it is listed. If you are unsure about what is covered under financial aid, please call them or make an appointment with someone in financial aid.

APPLYING FOR GRADUATION

For a student to graduate from a program, he/she must apply to graduate by the dates indicated below. To obtain an application for graduation, see the secretary in T-211 or the AVMT Office or contact your advisor. This form must be completed for each certificate and/or degree in which the student plans to graduate. For students graduating at the end of Fall Semester, the graduation application is due to the registrar's office no later than June 1. For students graduating at the end of Spring Semester, the graduation application is due to the registrar's office no later than September 15. For students graduating at the end of Summer Semester, the graduation application is due to the registrar's office no later than January 30.

DATA COLLECTION SURVEY

Students are asked to complete the Data Collection Survey every semester to comply with requirements from the Department of Technical & Adult Education.  The survey is located at https://secure.clayton.edu/advising/data.htm. You may be asked to provide a confirmation form.
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