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FUNDAMENTALS OF LEGAL ASSISTANTSHIP 
Social Ecology X 415.41 (3 units) 

Spring 2009 
 
Instructor Information 
Michaël Fischer, JD 
Partner 
McKasson & Klein LLP 
 Office phone: (949) 724-0200 
 Fax: (949) 724-0201 

 E-mail: mfischer@mckassonklein.com 
 

Prerequisites — Classes or Knowledge Required for this Course 
Although you are not required to have specific knowledge of computer applications, you should have 
sufficient computer familiarity to prepare documents in Word or Word Perfect format.  
In addition, you should have a good grasp of English grammar and composition skills. 
 

Course Description 
This is one of the first required courses in the Paralegal Certificate Program. Upon completion of this 
course, you will have a thorough understanding of the U.S. legal system and the paralegal’s role within that 
system. In addition, you will be able to prepare some basic legal documents including pleadings and case 
briefs. 
 
You will gain insight into the role of the paralegal. You will explore the types of positions generally held by 
paralegals and expand your knowledge of legal ethics, legal research and writing, investigation and 
discovery techniques, and law office administration. You will have the opportunity to prepare typical legal 
documents and to develop basic legal research skills. You will receive practical real-world knowledge that 
you can put to use immediately. If you are considering a career as a paralegal, or just beginning one, this 
course will give you in-depth insight into the fundamentals of the occupation. 
 

Learning Objectives 
At the end of this course, students will be able to accomplish the following: 
 
1. Define the organizations influencing the paralegal profession, the types of positions generally held by 

paralegals and the everyday duties and responsibilities of a paralegal. 
2. Begin to read and understand the pleadings commonly used within the legal profession. 
3. Explain the federal and state legal systems including the types of laws enacted, how legislation is 

created and the federal and state court structure. 
4. Explain the basic areas of civil law, including contract and tort law. 
5. Explain the life cycle of a civil case from pre-complaint procedures through appeal. 
6. Read and understand cases. 
7. Write a legal case brief. 
8. Explain the process of conducting interviews and investigations. 
9. Explain the legal resource materials available for conducting both federal and state legal research. 
10. Conduct basic legal research. 
11. Begin to perform legal analysis and legal writing. 
12. Draft a basic complaint. 
13. Explain the processes and terminologies involved in legal billing, client trust accounts and maintaining 

client records. 
14. Explain the role of computers within the legal office. 
15. Explain the ethical rules and ethical responsibilities inherent in the legal profession including 

confidentiality, conflict of interest and the unauthorized practice of law. 
16. Explain the forms of alternative dispute resolution. 
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Methodology 

The primary methods of instruction are through lectures presented by the instructor, reading assignments, 
interactive discussion sessions and “break-out” group activities. There are five graded assignments and one 
comprehensive final examination.  

 
Course Text 

Required Text - Introduction to Paralegalism: Perspectives, Problems, and Skills.  William P. Statsky, (7
th
 

Ed.) Delmar, Cengage Learning. 2009 (ISBN-13: 978-1-4354-0006-1). 
 

Course Materials 
Course Module - download from the UC Irvine website. 
You can access the course materials online via the Distance Learning Center's (DLC) website. Please go to 
http://learn.uci.edu/unex and select the login button at the top right. You will need to follow the instructions 
in setting up a new user account. Once you have confirmed your account information, go to the COURSE 
CATEGORIES on the left side and select SPRING 2009. You will then need to select your course. If you 
have any questions, please contact DLC at unex-online@uci.edu or 949/824-7613. 
Your enrollment key is "funda00368". Please download and bring a copy of the syllabus to the first class 
session. 
This website will not be accessible until one week prior to the start of your course. 
 

Evaluation and Grading 
 
Evaluation of Student Performance 
Assignments (5) 125 points 
Final Exam 100 points 
Attendance/Participation   25 points 

Total 250 points 
 
Grading Scale 
 
A = 90% – 100% 
B = 80% – 89% 
C = 70% – 79% 
D = 60% – 69% 
 

Course Policies 
 
 Please be here and on time. Class attendance is not optional. 
 Turn in homework at the beginning of each class. Any homework not submitted by the start of the class 

period in which it is due may receive a 10% reduction of possible homework points for that assignment.  
   Cell phones and pagers must be either turned off or silenced. 
    Make-up final examinations will not be granted absent proof of medical/family emergency. 
    Courtesy and respect to others is expected at all times. 

 

Homework Submission Guidelines: 
 

  Hard copy. The recommended method. 
 Electronic copy. You may submit papers via email to me at mfischer@mckassonklein.com only if you 

will not be able to attend a class. It is your responsibility to provide me your document in formatting that I 
can read (Word format is ideal).  

 Fax copy. A less preferred method of turning in a paper. My fax number is (714) 436-1471. Make sure 
you include a cover page clearly identifying yourself as this is my business fax.   

 Material must be typed. Except in emergencies, all homework and other assignments must be typed. 
 

mailto:mfischer@mckassonklein.com
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 A Good Tip: On the first day, exchange phone numbers with at least one other student in class so, in 
case you miss a class, you will know what was covered and what was assigned for the following week.  

 

Note:  
Due to the nature of the field of study in this course, the instructor reserves the right to 
alter or change the course syllabus at any time. 
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Course Outline 

 
 

 Week 1:  

Topics/Reading Chapters 1-3 

Objectives 

 Know the important organizations influencing paralegals. 
 Discuss the purpose of the class. 
 Define the various areas in which paralegals are employed. 
 Explain the definition of a "paralegal." 
 Comprehend the typical duties and responsibilities of paralegals. 
 Apply the skills needed in performing the typical duties and 

responsibilities of paralegals. 

Assignments 
Due 

None. 

 
 

 Week 2:  

Topics/Reading Chapters 6 & 10 

Objectives 

 Understand the life cycle of a case 
 Differentiate between substantive and procedural laws. 
 Identify the requirements for Federal Court jurisdiction. 
 Understand the history of our common law system of government. 
 Understand the concept of stare decisis. 
 Describe the federal and state court systems of governance. 
 Define the types of laws including case law, statutory law, 

constitutional law, administrative regulations, and charters and 
ordinances. 

 

Assignments 
Due 

None. 

 
 

 Week 3:  

Topics/Reading Chapters 4 & 5 

Objectives 

 Define and analyze the rules regarding the unauthorized practice of 
law. 

   Comprehend the ethical responsibilities of attorneys and paralegals,     
and how they relate. 

 Describe the sources of ethical rules governing the legal profession. 
 

Assignments 
Due 

Assignment 1. 
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 Week 4:  

Topics/Reading Chapter 7  

Objectives 

 Understand the IFRAC method of legal analysis. 
 Particularize the facts of a case. 
 Understand how to brief a case. 
 

Assignments 
Due 

Assignment 2. 

 
 

 Week 5:  

Topics/Reading Chapters 8  

Objectives 

 Describe the investigation process.  
 Develop the skills necessary to conduct a legal interview. 
 Apply the skills necessary to perform legal investigation. 
 

Assignments 
Due 

None. 

 

 Week 6:  

Topics/Reading Chapter 9 

Objectives 

 List and evaluate the alternatives to court resolution of a dispute. 
 Analyze the elements of a contract. 
 Understand the remedies available for breach of contract. 
 Identify the elements of a cause of action. 
 Describe the process necessary to prove a "cause of action." 
 Define and identify a tort, and the three main categories of torts. 
 Understand the most basic elements of assault, battery, trespass, 

conversion, negligence and strict liability torts. 

Assignments 
Due 

Assignment 3. 

 

 Week 7:  

Topics/Reading Chapter 11 

Objectives 

 Differentiate between primary and secondary sources of law. 
 Understand the meaning of the term "Shephardize" and its importance. 
 Perform basic legal research including research of cases and statutes. 

Assignments 
Due 

Assignment 4. 
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 Week 8:  

Topics/Reading Chapter 12 

Objectives 

 Analyze the sources of legal writing 
 Understand the keys to clear and efficient legal writing. 
 Understand the various types of legal writings. 
 Apply legal writing skills   

Assignments 
Due 

None. 

 
 

 Week 9:  

Topics/Reading Chapters 13 -15  

Objectives 

 Understand the processes and terminology involved in fee 
arrangements and legal billing. 

 Understand the ethical use of a client trust account. 
 Apply computer skills to the legal process. 
 Review material in preparation for final exam. 

Assignments 
Due 

Assignment # 5. 

 
 

 Week 10:  

Topics/Reading None. 

Objectives  Final exam. 

Assignments 
Due 

None. 

 


