COLLEGEWIDE COURSE OUTLINE OF RECORD

PARA 279, THE CERTIFIED LEGAL ASSISTANT EXAM PREPARATION COURSE
(CAPSTONE COURSE)

COURSE TITLE: The Certified Legal Assistant Exam Preparation Course
(Capstone Course)

COURSE NUMBER: PARA 279

PREREQUISITES: PARA 101 Introduction to Paralegal Studies.
SCHOOL: Public and Social Services

PROGRAM: Paralegal Studies

CREDIT HOURS: 2

CONTACT HOURS: Lecture: 2

DATE OF LAST REVISION: Fall, 2013

EFFECTIVE DATE OF THIS REVISION: Fall, 2014

CATALOG DESCRIPTION: This course was designed to prepare students for the Certified
Legal Assistant’s Exam (CLA), by the National Association of Legal Assistant (NALA). The
purpose to allow students the opportunity to become certified after obtaining their A.A.S. or A.S.
in Paralegal Studies. This course will help sharpen test-taking skills and hone in on various areas
of law that are tested.

MAJOR COURSE LEARNING OBJECTIVES: Upon successful completion of this course the
student will be expected to:

1. Explain the steps necessary to prepare for the CLA Exam.
2. Express communication rules and techniques.
Discuss legal ethics, as well as the ABA’s Model Rule of Professional Conduct and
NALA’s Code of Ethics and Professional Responsibility .
Examine the skill of logical reasoning and judgment abilities.
Demonstrate legal research skills.
Identify professionalism in human relations and interviewing techniques.
Describe generally the American legal structure and legal principles of the legal system.
Demonstrate competence in the following substantive areas of law:
Administrative Law
Bankruptcy
Contract
Business Organizations
Criminal Law
Family Law
Litigation
Probate and Estate Planning
i. Real Estate
9. Practice through assessment examinations.
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COURSE CONTENT: Topical areas of study include —

Communication rules and techniques
Legal Ethics

Logical reasoning

American legal structure
Assessment examinations

HOW TO ACCESS THE IVY TECH COMMUNITY COLLEGE LIBRARY:
The lvy Tech Library is available to students on- and off-campus, offering full text journals and

books and other resources essential for course assignments. Go to
http://www.ivytech.edu/library/ and choose the link for your campus.

ACADEMIC HONESTY STATEMENT:

The College is committed to academic integrity in all its practices. The faculty value intellectual
integrity and a high standard of academic conduct. Activities that violate academic integrity
undermine the quality and diminish the value of educational achievement.

Cheating on papers, tests or other academic works is a violation of College rules. No student
shall engage in behavior that, in the judgment of the instructor of the class, may be construed as
cheating. This may include, but is not limited to, plagiarism or other forms of academic
dishonesty such as the acquisition without permission of tests or other academic materials and/or
distribution of these materials and other academic work. This includes students who aid and abet
as well as those who attempt such behavior.

COPYRIGHT STATEMENT:

Students shall adhere to the laws governing the use of copyrighted materials. They must insure
that their activities comply with fair use and in no way infringe on the copyright or other
proprietary rights of others and that the materials used and developed at Ivy Tech Community
College contain nothing unlawful, unethical, or libelous and do not constitute any violation of
any right of privacy.

ADA STATEMENT:
Ivy Tech Community College seeks to provide reasonable accommodations for qualified
individuals with documented disabilities. If you need an accommodation because of a

documented disability, please contact the Office of Disability Support Services.

If you will require assistance during an emergency evacuation, notify your instructor
immediately. Look for evacuation procedures posted in your classroom.
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