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PARA 1101 – Introduction to Law and Ethics
Course Syllabus - Fall 2009




Individuals with disabilities who need to request accommodations should contact 
the Disability Services Coordinator, Student Center 255, 678-466-5445, disabilityservices@mail.clayton.edu. 





Course Description:

Number and Title: 
PARA 1101 (CRN 86605)
Introduction to Law and Ethics
Credit Hours: 

3.0 semester credit hours (3-0-3)
Catalog Description:

This course provides an overview of the legal system, the role of paralegals within the system, and law office procedures. The course also focuses on critical thinking, communication skills, case analysis, the laws of contracts and torts, and ethical issues confronted by legal professionals. In addition, the course provides an overview of paralegal careers and employment techniques.
Course Prerequisites and Co-requisites:

· Must exit from or be exempt from Learning Support Reading and English.
Computer Requirement:
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. Students will sign a statement attesting to such access.  For further information on CSU's Official Notebook Computer Policy, please go to http://itpchoice.clayton.edu/policy.htm. 

Computer Skill Prerequisites:

· Able to use the WindowsTM operating system 

· Able to use Microsoft WordTM word processing 
· Able to send and receive e-mail using OutlookTM or Outlook ExpressTM 

· Able to attach and retrieve attached files via email 
· Able to use a Web browser. 

In-class Use of Student Notebook Computers:

Student notebook computers will not be used in the classroom in this course. Computers will be required to access electronic versions of the course materials and Westlaw and to communicate with your instructor.  
Program Learning Outcomes:

Paralegal outcomes:

PARA 1101 is a required course in the Certificate and A.A.S. degree programs in Paralegal Studies and the B.S. degree program in Legal Studies.  PARA 1101 supports outcomes 2, 4, 5 and 6 of the Paralegal/Legal Studies major:
· Become familiar with rules of legal ethics, such as conflicts of interest, unauthorized practice of law, and confidentiality 

· Understand billing, timekeeping and other law office procedures 

· Become familiar with federal and state judicial systems 
· Apply legal analysis to fact situations  
Course Learning Outcomes:

· Understand and apply legal ethics to law-related problems
· Understand the difference between the state and federal legal systems

· Understand the basics of tort law and contract law



Instructor Information:

Instructor: 
Prof. Matthew Cornick, J.D.
phone: (678) 466-4369
fax: (678) 466-4669
e-mail: mattcornick@clayton.edu
Internet: 
Office: 
Clayton Hall, Room T-109C
Office hours:

Monday 1:00-6:00 and Thursday 10:00 a.m. - 3:00 pm



Class Meetings:

Classroom:
Arts and Sciences, Room G-211
Class times:
6:30 -9:15 p.m., Monday


Textbook Information:

Text: Introduction to Law, by Cornick and Fisher
Text Coverage: Entire textbook.


Evaluation:

	Preparation of resume and cover letter 
	5

	Preparation of list of potential employers
	5

	Oral presentation
	10

	Two (2) midterms 20% each
	40

	Final examination
	40

	TOTAL
	100


The final examination will include SOME material from earlier parts of the class, but will not be comprehensive.


Grading:

	A
	90 - 100%


	B
	80 – 89%

	C
	70 – 79%

	D
	65 – 69%

	F
	below 65%




Mid-term Progress Report:

The mid-term grade in this course which will be issued on or about October 5, 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, by mid-term, which occurs on October 9.  The last day to withdraw without academic accountability is Friday, October 9, 2009.


Course Schedule:

The course schedule for PARA 1101, Introduction to Law and Ethics is provided in the table below. Text chapter references are to Cornick & Fisher, Introduction to Law, 2004. 
	Lesson
	Date
	Lesson Topic
	Text Chapter

	1
	August 17
	Introduction to Paralegal/Legal Studies – Court Structure
	1

	2
	August 24
	Court Structure – State and Federal Court Systems
	1

	3
	August  31
	Contract Law
	         3

	
	Sept 7
	LABOR DAY
	

	4
	Sept 14
	Contract Law
	        3

	5 

 
	Sept 21
	First exam
Contract Law
	3

	6
	Sept 28
	Career Services
	

	7
	Oct 5
	Tort Law
	2

	8
	Oct 12
	Tort Law
	         2

	9
	Oct 19
	Tort Law
	2

	10
	Oct 26
	Second exam
Tort Law
	2

	11
	Nov 2
	Legal Ethics
	4

	12
	Nov 9
	Legal Ethics
	4

	13
	Nov 16
	Legal Ethics
	4

	14
	Nov 23
	Legal Ethics
	4

	15
	Nov 30
	Legal Ethics
	4

	
	Dec 7
	Final Exam
Time TBA
	




Course Policies:
General Policy
Students must abide by policies in the Clayton State University Student Handbook, and the Basic Undergraduate Student Responsibilities.

University Attendance Policy

Students are expected to attend and participate in every class meeting. Instructors establish specific policies relating to absences in their courses and communicate these policies to the students through the course syllabi. Individual instructors, based upon the nature of the course, determine what effect excused and unexcused absences have in determining grades and upon students’ ability to remain enrolled in their courses. The university reserves the right to determine that excessive absences, whether justified or not, are sufficient cause for institutional withdrawals or failing grades.

Course Attendance Policy

Attendance is expected for all class periods. Students are REQUIRED to attend class on the midterm and final exam meeting dates.  A make up midterm or final exam are generally not given and will result in a “0” score for the exam.  In extenuating circumstances, the instructor reserves the discretion to allow a student to take a make up exam (e.g. serious illness, automobile accident).  In such cases, accompanying documentation from a doctor or other competent authority is required for verification.
Missed Work

Without excuse, a grade of zero points will be assigned for the missed work.  If a valid excuse is provided:
  

· Make-up examinations will be given only if they are taken before graded examinations are returned to students (next class period).   

· Assignments turned in after the stated deadline will be accepted (with a 20% penalty) if turned in within 24 hours of the original deadline.  Assignments turned in after that time will, subject to the instructor’s discretion, receive a grade of “0”.


Academic Dishonesty

Any type of activity that is considered dishonest by reasonable standards may constitute academic misconduct. The most common forms of academic misconduct are cheating and plagiarism.  All instances of academic dishonesty will result in a grade of zero for the work involved.
  All instances of academic dishonesty will be reported to the Office of Student Life/Judicial Affairs.
   Judicial procedures are described at
http://adminservices.clayton.edu/judicial/. 

Disruption of the Learning Environment

Behavior which disrupts the teaching–learning process during class activities will not be tolerated.  While a variety of behaviors can be disruptive in a classroom setting, more serious examples include belligerent, abusive, profane, and/or threatening behavior.  A student who fails to respond to reasonable faculty direction regarding classroom behavior and/or behavior while participating in classroom activities may be dismissed from class.  A student who is dismissed is entitled to due process and will be afforded such rights as soon as possible following dismissal.  If found in violation, a student may be administratively withdrawn and may receive a grade of WF. 


A more detailed description of examples of disruptive behavior and appeal procedures is provided at:  
http://a-s.clayton.edu/DisruptiveClassroomBehavior.htm

�Required.  Place the CSU logo at the top of the first page of the syllabus.


�Required.  A current disabilities services statement is required with contact information.


�Required.  Much of the information in this section comes from the Academic Catalog.   Catalogs are located at the following Web site:  � HYPERLINK "http://publications.clayton.edu/catalog/" ��http://publications.clayton.edu/catalog/�.


�Required.  Obtain from the current Academic Catalog.  Academic..


�Required.  Obtain the description of your course from the current Academic Catalog.


�Required.  Obtain from the current Academic Catalog.  


�This is a required statement and link in all syllabi.


�This is a required syllabus element.  List those applications that a student must be able to use in your course, and for which you provide no instruction.


�This is a required syllabus element.  Explain how computers will be used in your classroom.  If computers will not be used in the classroom at all, a statement similar to this example should be used.  


�Program learning outcomes are a required syllabus element.  Outcomes are particularly important to assessing our courses and to SACS accreditation visits.


�Required.   If your course is required in a major or multiple majors.  Include the applicable outcomes of those majors.  Outcomes for A&S majors are provided at the following Web site:  � HYPERLINK "http://a-s.clayton.edu/OucomesandAssessment/OutcomesAS2008.htm" ��http://a-s.clayton.edu/OucomesandAssessment/OutcomesAS2008.htm�.  If outcomes for the major with which your course is associated, contact the department head responsible for that major.


�Course learning outcomes are required.  Course outcomes are particularly important to course assessment, SACS accreditation visits and for determining transfer of courses from other universities.


�Required.  All of the elements shown in this section are required: instructor name, phone number, fax number, e-mail address, web site address, office location, and office hours.


�Required.  Explicitly state your office hours.  “By appointment” is not acceptable unless that is in addition to the required office hours.  Most Arts and Sciences faculty responsible for a full teaching load are required to have a minimum of eight (8) office hours available each week.  The office hours for Music faculty are determined differently.


�The information contained in this section is required.


�The information contained in this section is required.


�The information contained in this section is required.  Be explicit, grade appeals are often decided by what appears in this section.


�The information contained in this section is required.  Be explicit, grade appeals are often decided by what appears in this section.


��You may express the ranges associated with grades as percentages (as is done here) or as points.


�This is a required element.  Give the date by which your mid-term grade will be submitted, the approximate percentage of the course grade that will have been included when the mid-term grade is reported, information about withdrawing, and the last day a student may withdraw without academic accountability.


�A schedule for the course is required.  Information to help develop your schedule (beginning and ending dates, holidays, and critical dates) are available from the Academic Calendar, which is available at:  � HYPERLINK "http://adminservices.clayton.edu/calendar/academiccalendar.htm" ��http://adminservices.clayton.edu/calendar/academiccalendar.htm�.


� The course schedule must provide students information about when and what to study to prepare for class.  This example schedule uses links to text chapters to provide lesson details. In addition to reading assignments, homework, this example provides individual text chapter objectives.  The objectives level of detail is optional.  It was chosen for this course to provide more easily measurable outcomes information to apply the course learning outcomes.


�This is a required statement.  The two links included in the statement are required.


�Required.  Include this statement of the University Attendance Policy in your syllabus.


� Required.  You must explain your course attendance policy.  Include a description of how you will apply the University Attendance Policy in your course.  Many different policies are possible, but all must fall within A&S implementing instructions (see below).  Be explicit in your course attendance policy.  Approval of requests to have a student removed from your class based upon lack of attendance will be determined by what appears in this section of your syllabus.� 


Arts and Sciences Implementing Instructions





To allow faculty the ability to set their attendance policy as required by the University attendance policy, the Dean and Department Heads have agreed on the following common guidelines:  





Departments will determine if multiple sections of the same course or similar courses must have the same attendance policy. 


The attendance policy must be explicitly described in the course syllabus. 


Absences due to official Clayton State University functions (such as athletic events) or required official military duty will not be counted for withdrawal or failure purposes. 


With the exceptions in the preceding sentence, the policy must be applied uniformly to all students, regardless of their grade in the course at the time the institutional withdrawal occurs. 


If an institutional withdrawal is appealed, neither the Dean nor the Department Head will support the withdrawal if fewer than 20% of the possible course meetings, exclusive of the final examination, have been missed.  


These guidelines do not imply that instructor must use the 20% criteria as their attendance policy.  Any policy more liberal (more absences) than this will be supported on appeal. 





These guidelines do not imply that an instructor must have a policy that requires withdrawal for absences at all, unless teaching in multi-section courses with such a requirement. 


Course grading policies that include participation will not exceed 40% of the total course grade for that category. 





�Required.  Explain what will happen if work is missed with or without a valid excuse.  


� Required.  Include a statement similar to this in your syllabus.  Use the link provided in this example.  


� Required.  Explicitly state the penalty for instances of academic dishonesty in the syllabus.  If Judicial Affairs is called upon to make a decision involving academic dishonesty (student requests adjudication by Judicial Affairs or on appeal), any penalty applied is at their discretion unless the syllabus provides guidance.


�A penalty for academic dishonesty cannot be applied unless a specification of charges form is completed.  The form is located at � HYPERLINK "http://adminservices.clayton.edu/studentaffairs/StudentHandbook/AcademicCharges.DOC" ��http://adminservices.clayton.edu/studentaffairs/StudentHandbook/AcademicCharges.DOC�. 


�Required. Include this statement in all syllabi.


� Required – you must describe what you feel constitutes disruptive behavior.  Faculty may edit the list in this link to delete behaviors they personally do not feel are disruptive.  Please do not add additional behaviors to the list without first talking to your department head. 





If the option of editing the statement is taken, you will need to do the editing of the statement, upload the edited file to your FrontPage directory, and provide you own link to the modified statement.  The link provided here is to the full statement with a wide range of examples of disruptive behavior.





