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LGL 200 
LEGAL RESEARCH 

DOUGLAS P. KOLLY 
336 1/ 2 Main Street 
Rochester, MI 48307 
Phone (3 1 3) 651 - 7300 
Available by appo intme nt 

The student will be introduced to the f ield of l ega l research 
and wr iting util i zing the law libr ary and its research tools. 
Th e student will de velo p bas ic skills in analyzing legal 
problems . 

REQUIRED TEXTS 

Uniform System of Citation; Harvard Press 
Finding the Law; Cohen, Berring, Olson; West Publishing Co. 

CLASS PROCEDURE 

Each student will be responsible for a personal folder. As 
assignments are completed, each will be timely evaluated and 
returned to the student's folder. Assignments will be evaluated 
on a 1-10 score , with 10 being the highest. A quiz will be 
given at the beginning of each class session . There will be a 
final assignment. Grades wil l be determined as follows : 

ATTENDANCE 

Attendance 
Quiz Scores 
Worksheet Scores 
Final Assignment 

10% 
10% 
30% 
50% 

Attendance i s mandatory and shall account for 10% of the total 
grade. Tardiness is discouraged. Any time a student is absent, 
he/ she is responsible for the material covered and assignment. 
It i s the student's responsibility to alert the teacher when 
arriving late, so as to avoid being marked absent . 

ASSIGNMllTI 

Time i s of the essence for all assignments. Any assignment not 
turned in on time will be devalued by a minimum of one-hal f of 
the total points for the assignment. 
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LGL 200 
LEGAL RESEARCH 
PAGE TWO 

WITHDRAWAL 

It is requested that personal contact be made with the instructor 
prior to withdrawal, to discuss alternatives. 

CHEATING AND PLAGERISM 

Cheating and plagerism will result in an automatic failure of the. 
course. All work is to be done on an individual basis unless 
specific permission is given by the instructor. Violation of 
this rule will result in failure of the course. 

LCOATION 

Class will be held at the Oakland County Courthouse Complex, 1200 
North Telegraph Road in Pontiac, Michigan. 

TOPIC 

Week One Introduction - Organization 

Week Two Organization of the law 

Week Three Authority and citation 

·Week Four Introduction to law library 

Week Five Annotated statutes 

Week Six Court decisions 

Week Seven Issue framing 

Week Eight Shepardizing 

Week Nine Court Rules 

Week Ten Research 

Week Eleven Research 

Week Twelve Research 

Week Thirteen Westlaw 

Week Fourteen Westlaw 

Week Fifteen Final Exam 



carol R. Shepherd 
Attorney 
business and intellectual property law 

320 South Main Street PO Box 8403 

COURSE SYLLABUS 

Ann Arbor, Michigan 48107-8403 (313) 668-4646 phone 
(313) 663-9361 tax 

of counsel Daniel S. Landman 

LGL200 
LEGAL RESEARCH 

OCC Orchard Ridge Campus, Weds. 6:00pm 

Students will be introduced to legal research and writing, using law libraries and basic legal 
research tools, and will develop basic skills in analyzing legal problems and sharpening 
communications skills and adapting them to the legal world. The course will also include an 
introduction to the basic organization of the American and Mithigan legal systems. 

REQUIRED TEXTS 
The Bluebook: A Uniform System of Citation (15th ed.) (Cambridge, Massachusetts: Harvard 

Law Review Association, 1991). 
Cohen, Morris L., Robert C. Berring, and Kent C. Olson, Finding the Law (St. Paul: West 

Publishing Co., 1989). 
Foster, Lynn and Nancy P. Johnson, Legal Research Exercises to Accompany How to Find the 

Law and Finding the Law (St. Paul: West Publishing Co., 1992). 
Michigan Court Rules · 

CLASS PROCEDURES 
Each student will have a personal work folder. As assignn:ients and quizzes are completed, 
each will be evaluated and returned to the work folder. Assignments will be evaluated on a 1 
to 10 score, with 10 points being the highest. A five-question quiz will be given at the 
beginning of each class session. There will be a mid-term examination and a final research 
assignment. Grades will be determined as follows: 

Attendance 10% 
Quizzes 10% 
Assignment scores 30% 
Midterm and final 

assignment 50% 

ATTENDANCE 
Attendance is mandatory. Attendance will be taken at the beginning of each class period and 
will count for 10% of your final grade. Tardiness is discouraged and will affect the attendance 
portion of your grade. Any time a student is absent, he or she is responsible for the material 
covered, and the assignments. 

ASSIGNMENTS 
Time is of the essence for all assignments. Any assignment not turned in on time will be 
devalued by as minimum of one-half of the total points for that assignment. 
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WITI-IDRAWAL 

Ann Arbor, Michigan 48107-8403 (313) 668-4646 phone 
(313) 663-9361 fax 

of counsel Daniel 5. Landman 

You are requested to make personal contact with the instructor prior to withdrawing for the 
course, to discuss other alternatives. ·· 

CHEATING AND PLAGIARISM 
~heating and plagiarism will result in automatic failure of this course. All work inust be done 
on an individual basis, unless specific permission for team work is given to you by the 
instructor. Violation of this rule will result in failure of the course. 

LOCATION 
Classes will be held at the assigned location unless otherwise indicated. There will be a trip to 
the University of Michigan Law Library in Ann Arbor on the meeting day for Week Twelve. 
Students unable to attend this meeting will be offered a make-up date and assignment for this 
class. , 

DATE TOPIC 

Week One Introduction - Organization 

Week Two Organizatiori of the law 

Week Three Authority and citation 

Week Four Introduction to the law library 

Week Five Annotated statutes 

Week Six Court decisions 

Week Seven Issue framing 

Week Eight Shepardizing 

Week Nine Court rules 

Week Ten Midterm· 

Week Eleven LIBRARY RESEARCH 

Week Twelve LIBRARY RESEARCH 

Week Thirteen Westlaw 

Week Fourteen Westlaw 

Week Fifteen Final Assignment 



Cou rse: 

Meeting night: 

Meeting ti me : 

Instructor : 

Text: 

Grading: 

Course 
Obj ectives: 

OAKLAND COM MUN ITY COLLEGE 

Leg al Assistant Program 

SYLLABU S 

Lf tigation 

Fall 1993 ( 9 / 13 / 93 -12 / 13/ 93) 

Monday 

6 : 00 p . m. - 10 : 00 p .m . 

Hon . Fred M. Mester , Ci rcuit Judge 
1200 North Telegraph Ro ad 
Pontiac, MI 48341 
858- 03 55 (9 - 5 ) 

Thomas A. Mue t and Marlene A. Maerowitz 
Fundamental o f Litigation for Paralegals, 
Little, Brown and Company, 199 1; 
Marlene A. Maerowitz, Fundamentals of 
Litigation f o r Paralegals Problems and Cases, 
Little, Brown and Company, 1991 . 

Each week students will be tested on the chapter 
materials due that week as indicated o n the 
attached Class Sc hedule and Assignments . Each 
student is expected t o have read and rev iewed 
the week's textual materials. The student 
is also t o have completed the workbook mat erials, 
especially Applying your Knowledge and Projects 
for Research and Writing. 

Each student is expected to be prepared t o engage 
in class discussions o n these text and wo r kbook 
materials. 

Weekly tests, mid-term and final exam g rades 
will be added together for the final grade 
o f the student in relation to the rest of the 
class. 

To provide a comprehensive view o f litigati o n 
and foundation for the acacemic Legal Ass istance 
Program. 



SYLLABUS - CIVfL LITIGATION 
OAKLAND COMMUNITY COLLEGE 

ORCHARD RIDGE CAMPUS 

COURSE: CIVIL LITIGATION l6l 20L-

TEXT: CIVIL LmGATION f newt as supplemented 

INSTRUCTOR: AUSTfN A. HOWARD, ESQ. 
A ttomey at Law 
(3131 855-2550 

CATALOG DESCRIPTION I MISSION STATEMENT: 

CLASS POLICIES: 

I . Classes commence timely at 6:00 p. m. - Tues.days and Thursdays 
2. Make up exams for reasonable cause within one f 11 week 
3. Telephone conferences as necessary (313) 855-2550 
4. Grades based upon: 

a. Class participation I 0% 
b. Assigned projects 15 % 
c. Test grades 75 % 

Tec;ts will he given approximately every three f 31 to four 141 weeks . .. keep good notes 
and recorders are allowed. Grades are as follows: 

90-100 [%1 A 
88-89 B+ 
80-87 B 
78-79 c+ 

TEST OATES [APPROX IMA TE]: 

TEST I -
TEST 11 -
TEST Ill -
TEST IV - ~ ~ 

~ / 

September 28, 30 
October 19, 21 
November 16, 18 
December 14, !6 

/ i 

.. / .·~· -~~r10!/~ c 
AUSTlN A. HOWARD, ESQ. ----

70-77 f %1 c 
68-69 D+ 
60-67 f) 



Legal Research If - Winter 1994 

Instructor: Laura M. Gould, Esq. 
Office Phone: 851-9550 

LGL2o3 

COURSE SYLLABUS 
(Revised as of 3/10/94) 

OBJECTIVES: Review the fundamentals of legal research, including cases and case 
citations, statutes, digests, legal encyclopedias, etc. as well as Shepard's. The course will 
focus on the preparation of a Legal Memorandum, Complaint, Jury Demand, Answer and 
Affirmative Defenses. The course will also review the mediation process and students will 
be responsible for the preparation of a Mediation Summary. 

1/12/94 - Meet at Orchard Ridge. Class to be used for introduction, assessment, and review. 

1/19/94 - Meet at Orchard Ridge. Review fundamentals of a case and briefing a case. 
Assignment - Brief People v Anderson ( distnbuted in class); assignment due 1!26/94. (If you 
missed this day due to the weather, you can turn the assignment in on 2!2/94.) 

1!26/94 - Meet at Judge Mester's Courtroom at the Oakland County Courthouse. Library 
tour scheduled at Oakland County Bar Library at 6:30 p.m. Begin fundamentals of Legal 
Memorandum. Assignment - Draft legal memorandum using case history given in class; the 
first draft is due 219/94. For next week, read case history and be prepared to spot issues. 
Assignment - Worksheet I due 2!2/94. 

2(2/94 - Meet at Judge Mester's Courtroom. Review Worksheet I. Continue with funda
mentals of Legal Memorandum. Use remainder of class period to research issues at Library. 
Assignment - Worksheet II due 2/9/94. 

2/9/94 - Meet at Orchard Ridge. Review Worksheet II. Library tour of Orchard Ridge 
Library tentatively planned for today. Review drafts of legal memorandum. Final draft is 
due 2/23/94. Introduction to preparation of a Complaint, Jury Demand, Answer and Af
firmative Defenses. Assignment - Draft a Complaint and Jury Demand; first draft is due 
2(23/94. Assignment - Worksheet III due 2(23/94. 

2/16/94 - No cl~. Use this time to go to library and complete final draft of Legal 
Memorandum and/or first draft of Complaint and Jury Demand. 

2!23/94 - No class due to snow day. 

3/2/94 - No class. Winter Break. 



3/9/94 - Meet at Orchard Ridge. Review Worksheet III. Continue with preparation of a 
Complaint, Jury Demand, Answer and Affirmative Defenses. Review of draft of Complaint 
and Jury Demand done in class. Assignment - Prepare an Answer to your Complaint and 
Affirmative Defenses; assignment due 3/16/94. Assignment -Worksheet IV due 3/16/94. 

3/16/94 - Meet at Orchard Ridge. Review Worksheet IV. Review Answer and, Affirmative 
Defenses. Review Legal Memorandum. Introduction to Mediation. The class will be 
divided into two groups; seven students shall compose their individual Mediation Summaries 

· as if they were Plaintiff and ·the remaining seven students shall write their individual 
·Mediation Summaries as if they were Defendant. Assignment - Worksheet V due 3/23/94. 

3/23/94 - Meet at Orchard Ridge. Review Worksheet V. Continue with Mediation Process. 
Assignment - Prepare Mediation Summary; first draft due 4/6/94. Worksheet VI due 
3/30/94: 

3/30/94 - Meet at Judge Mester's Courtroom. Review Worksheet VI. Continue with Media
tion Summary. Remainder of class period used in Library. Worksheet VII due 4/6/94. 

4/6/94 - Meet a Judge Mester's Courtroom. Review Worksheet VII. Continue with Media
tion Summary. Review first draft of Mediation Summary. Remainder of class period used 
in Llbrary. Worksheet VIII due 4/13/94. 

4/13/94 -·Meet a Judge Mester's Courtroom. Review Worksheet VIII. Continue with 
Mediation Summary. Remainder of class period used in Library. Worksheet IX due 
4/20/94. 

4/20/94 - Meet at Orchard Ridge. Review Worksheet IX. Tum in Mediation Summary. 
Class to participate in mediation process. 

4/27 /94 - Last class. Evaluations. · 



LGL 203 
LEGAL RESEARCH I I 

_Francine Snyder 
Phone (810) 858-5411 
Available by appointment 

Each student will be introduced to the various forms of legal 
wr iting and will develop basic skills in the researching of legal 
problems and drafting of legal documents . 

REQUIRED TEXTS 

Finding ·the Law, an abridged edition of How to Find the Law, 9th 
Ed. (\\est Publishing ) 
Michigan Rules of Court (West Publishing) 

CL.ASS PROCEDURE 

Each student wil l be responsible for a personal folder, which 
will contain all the assignments. As assignments are turned in, 
each will be timely e v a lua ted and returned to the student's 
folder . Assignnents will be e valuated on a 1-10 score , with 10 
be i ng the highe s t . Grades wil l be determined cy the total of 
these s co res . Ther e will be no exam inat ions. Ass ignments 
requiring research will receive more weight than th o se 
assignments which do not require research . 

.ATTEND.ANCE 

Attendance is mandatory and shall account for 10\ of the total 
grade. Tardiness is discouraged. Any time _ a student. ~s ~bsent, 
he/ she is responsible for the material covered and assignments . 

.ASSIGNMENTS 

Time is of the essence for all assignments. 
turned in on time will be severely devalued. 

Any assignment not 

All assignments are to typed double spaced or neatly handwritten 
in ink on one side of the paper. 

--- - - - - --- -------- -
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CHEAT-iNG AND - PLAGIARJ;SM 

Cheating and plagiarism will result in an automatic failure o~ 
the cou·rse-. All wo rk is to be done o n an individual basi s, 
unless specific permission is given by the instructor. Violation 
of this rule will result in failure o f the course . 

WITHDRAWJ.L 

-

It is requested that personal contact be made with the instructor 
prior to withdrawal, to discuss alternatives. 

LOCATION 

Class will be held at the Oakland County Law Library, 1 200 North 
Telegraph Road, Pontiac, Michigan. Judge Hester's Courtroom will 
be used as the classroom. 

AREAS OF LEGAL WRITING TO BE COVERED 

Letter writing 
Legal briefing 
Memorandum 
complaint 
Answer 
Mediation summary 
Summary Disposition 
Motion 
Brief Order 
Appellate Brief 
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I.GL 203 
LEGAL RESEARCH II 

Douglas P. Kally 
336 1/2 Main, Suite B 
Rochester, MI 48307 
Phone (313) 651-7300 
Available by appointment 

Each student will be introduced to the various forms of legal 
writing and will develop basic skills in the researching of legal 
problems and drafting of legal documents. 

REQUIRED TEXTS 

Finding the Law, an abridged edition of How to Find the Law, 9th 
Ed. (West Publishing) 
Michigan Rules of Court (West Publishing) 

CLASS PROCEDURE 

Each student will be responsible for a personal folder, which 
will contain all the assignments. As assignments are turned in, 
each will be timely evaluated and returned to the student's 
folder. Assignments will be evaluated on a 1-10 score, with 10 
being the highest. Grades will be determined by the total of 
these scores. There will be no examinations. Assignments 
requiring research will receive mo re weight than those 
assignments which do not require research. 

ATTENDANCE 

Attendance is mandatory and shall account for 10% of the tota l 
grade. Tardiness is discouraged. Any time a student is absent, 
he/ she is responsible for the material covered and assignments. 

ASSIGNMENTS 

Time is of the essence for all assignments. Any assignment not 
turned in on time will be severely devalued. 

WITHDRAWAL 

It is requested that personal contact be made with the instructor 
prior to withdrawal, to discuss alternatives. 
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CHEATING AND PLAGERISM 

Cheating and plagerism will result in an automatic 
course. All work is to be done on an individual 
specific permission is given by the instructor. 
this rule will result in failure of the course. 

LOCATION 

failure of the 
basis, unless 
Violation of 

Class will be held at the Oakland county Law Library, 1200 North 
Telegraph Road, Pontiac, Michigan. Judge Master's Courtroom will 
be used as the classroom. 

AREAS OP LEGAL WRITING TO BE COVERED 

Letter writing 
Legal briefing 
Memorandwn 
Complaint 
Answer 
Mediation Summary 
Summary Disposition 
Motion 
Brief Order 
Appellate Brief 
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Ttrma 

Instructor a 

Grad Inoa 

Cours• 
ObJtctlv•11 

OAKLAND CCH1~ITY COLLEGE 

SYLLABUS 

Substtn t I Yt Law J,..bL Wt./ 
Wint•r 1991 (1/12/91 - 4/27/91> 
<No class 3/9/91 dut to wint•r br•tk> 

Saturday 

9100 a.m. - 1100 p.m. 

Hon. Frtd H. Htst•r, Circuit Judo• 
1200 North T•l•oraph Road 
Pontiac, Hichioan 48053 
858-0355 (9-5) 

Each w••k stud•nts will b• giv•n cas•s to 
b• brl•f•d, r•turned and htnded In for 
grtdlng th• followlno wttk. Though th•r• 
11 no specif le t•xt for thl1 cour1•, 
students tr• r•f•rr•d to thrt• principal 
treatises for r•vlew. 

Prosser, HorobooK on Torti, 5th Edition 
PuQl ished by W•1t Publ ishino Co. 

' . 

WI 11 i 1 ton, WI 11 I 1ton'1 Tr t • t i It on th t 
Law of Contrtct1, On• Volum• Edition, 
Publ l1htd by W•1t Publ i1hing Co. 

Corbin, Corbin on Cootrtct1, Ont Volumt 
Edition, Publ ishtd by Wt1t Publ lshlno Co. 

Writt•n A1slonm•nt1 
Hld-t•rm 
FI ntl 

60X 
20X 
20X 

To provid• t compr•h•nsive vitw of th• mtJor 
trttl of 1ub1ttntivt ltw with ptrtlcultr 
emphtsis on th• ltw1 of torts tnd contracts. 
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AUSTIN A. HOWARD 

Lt.WYER 

1993 
SYJJ,ABUS 

OAKLAND COMMUNITY COi 
LGL 204. WINTER lJANUARY . 

COURSE: SUBSTANTIVE LAW lJ-4J...:JcJf) 
TEXT: NONE/ LAW LECTURE 
INSTRUCTOR: AUSTIN A. HOWARD. ATTY 

(313)8.5.5-2.5.50 

CATALOG DESCRIYIION/MISSION STATEMENT: 

4120 W. MAP\.E 
su1-re 202 

BLOOMFIELD HtU.S. MICHIGAN 48301 

THIS COURSE HAS BEEN DIVIDED INTO THE FUND AMENT AL.S UNIQUE TO AREAS 
OF LEGAL SPECIALTY. THESE AREAS ARE: WORKER'S COMPENSATION. 
MEDICAL MALPRACTICE. PRODUCT LIABILITT AND PERSONAL INJURY. 

THIS COURSE HAS BEEN DESIGNED TO ALLOW THE STUDENT TO DEVELOP AN 
OVERVIEW OF THE ELEMENTS OF TORT, CONTRACT AND PROPERTY LAW. AND 
TO DEVELOP FUND AMENT AL SKJLL.S IN RECOGNIZING SUBSTANTIVE LAW IN 
PRACTICAL LAW OFFICE SITUATIONS. 

PURPQSE: IO ENABLE THE STUDENT TO DESCRJBE THE ELEMENTS OF I.QRI 
LAW.RELATIVE TO PERSONAL INJURJES AND THE PROCESS OF LITIOA TION; AND, 
TO RECOGNIZE THE SUBSTANTIVE ISSUES OF ASSAULT, BATIERY, FALSE 
IMPRISONMENT. DEFAMATION, NEGLIGENCE AND STRICT LIABILITY. IN 
ADDITION- TO ALSO RECOGNIZE THE ELEMENTS OF THE CAUSE OF ACTION , 
INCLUDING LEGAL DUTY, STANDARDS OF CONDUCT, PROXIMATE CAUSE AND 
DAMAGES, AS WELL AS THE ELEMENTS OF PROOF OF NEGLIGENCE. R5S IPSA 
LOQUITUR AND AFFIRMATIVE DEFENSES OF NEGLIGENCE ACTIONS. 

CLASS POLICIES: 
1. CLASS COMMENCES TIMELY AT 6 :00pm - JANUARY 7, 1993 
2. MAKE-UP EXAMS FOR REASONABLE CAUSE. 
3. TELEPHONE CONFERENCES AT (313)&SS-2SSO 
4. GRADES W1LL BE BASED UPON:•• 

. CLASS PARTIClPATION ..... .. .. .. .... 10% 
ASSIGNMENTS/PROJECTS . . I . I ••• • • • • • • 10~ 
TESTS .. ..... ........ ... ......... .. 80~ 

5. TEST PATF.S:(APPROXIMATE) 
-THURSDAY CLASS- JAN . 27, FEB. 17, MARCH 11 . AND APRIL I. 
OTHER DATES WILL BE ANNOUNCED. 

**90-100~ A 
88-89% B+ 

80-87% 8 70-77% C ~7~ D 
78-79~ C+ 68~~ D+ 

I 
I 
I 

I 
I 

I 

I 
I 

I 



TRIAL PREPARATION FOR LEGAL ASSISTANTS L6L 2_b(o 

SPRING-SUMMER 1991 

INSTRUCTOR: Judge Fred M. Mester 
858-0355 PHONE: 

CLASS SCHEDULE AND ASSIGNMENTS* 

Week 1 

Week 2 

Week 3 

Week 4 

Week 5 

Week 6 

Week 7 

Week 8 

Week 9 

Week 10 

Week 11 

Week 12 

Week 13 

Week 14 

Week 15 

INTRODUCTION: OVERVIEW OF COURSE 

THE PROCESS OF TRIAL 

BURDEN OF PROOF, JURY INSTRUCTIONS, INITIAL CLIENT 
INTERVIEW 

INTERVIEWING AND INVESTIGATING 

FACT GATHERING: WORKING THROUGH A CASE 

ORGANIZING A CASE-WORKING WITH AN ATTORNEY 

DISCOVERY: WORKING DISCOVERY INTO TRIAL 
PREPARATION 

WITNESS PREPARATION: FINDING AN EXPERT WITNESS 

PREPARING TRIAL MEMORANDUM 

MEDICAL DOCUMENTS, WITNESSES; PREPARING A SETTLE
MENT BROCHURE 

DEMONSTRATIVE EVIDENCE; PRE-TRIAL STATEMENTS AND 
AND MOTIONS 

ANALYSIS, EVALUATION AND SETTLEMENT 

THE TRIAL--THE PARALEGAL'S ROLE--PART 1 

THE TRIAL--THE PARALEGAL'S ROLE--PART 2 

FINAL EXAM 

*NOTE: The lecture and test schedule may be revised at the 
discretion of the instructor. Students will be notified of all 
changes. It is the student's responsibility to remain informed 
of all changes to the class schedule. 



Instructor: 

Textbook: 

Week 1 (05/04): 

Week 2 (05/ 11): 

Week 3 (05/18): 

Week 4 (05/25): 

Week 5 (06/01 ): 

Week 6 (06/08): 

Week 7 (06/15): 

Week 8 (06/22): 

T-RIAL PREPARATION FOR LEGAL ASSISTANTS lf:J__ 20~ 

Spring-Summer, 1994 

Sheldon J . Stark, Esquire 
STARK AND GORDON 
217 S. Woodward Ave. , Suite 202 
Royal Oak, Michigan 48067-2444 
(810) 532-3784 

Fundamentals of Trial Techniques (3rd) by Thomas A. Mauet; 
published by Little, Brown & Company 

Class Schedule 

Mea Culpa 

Introduction and overview of course 
Introduction of the Trial Notebook 
Introduction to Time Records 

"12 Angry Men" 
Understanding persuasion 
Keeping your eye on the ball 

The Paralegal, trial preparation and the process of trial 
(Read Chapters I & 11) 

Interviewing and investigating 
Fact gathering 

Organizing the case file 
Outlining depositions 
Mediation summaries 

Quiz 
Transforming discovery into trial preparation 
Cherry picking the pleadings 
(Read Chapter IX) 

Burden of proof 
Elements of case or defense 
Return of the Trial Notebook 
(Turn in deposition summaries) 



LGL 201 
DISCOVERY 

DOUGLAS P. KOLLY 
336 1/ 2 Main, Suite B 
Rochester, MI 48307 
Phone (313) 651-7300 
Available by appointment 

The student will be able to assist in the preparation of a case 
for Trial. This course emphasizes procedures, processes, and 
preparation of forms and documents for discovery, including 
Interrogatories, Requests for Production of Documents, Requests 
for Admission and Depositions. 

REQUIRED TEXTS 

Discovery Materials for Legal Assistants 
Michigan Court Rules 

CLASS PROCEDURE 

Each student will be responsible for a personal folder. As 
assignments are turned in, each will be timely evaluated and 
returned to the student's folder. Assignments will be evaluated 
on a 1-10 score, with 10 being the highest. A quiz will be given 
at the beginning of each class session. There will be a final 
examination. Grades will be determined as follows: 

Attendance 
Quiz Scores 
Assignment scores 
Final Exam 

ATTENDANCE 

10% 
10% 
30% 
50% 

Attendance is mandatory and shall account for 10% of the total 
grade. Tardiness is discouraged. Any time a student is absent, 
he/ she is responsible for the material covered and assignments. 
If a student arrives after attendance is taken, it is the 
student's responsibility to alert the instructor before the end 
of the class session. Failure to do so, will result in an 
absence. 

ASSIGNMENTS 

Time is of the essence for all assignments. Any assignment not 
turned in on time will be devalued by a minimum of one-half of 
the total points for the assignment. 



LGL 201 
DISCOVERY 
PAGE TWO 

WITHDRAWAL 

\ 

It is requested that personal contact be made with the instructor 
prior to withdrawal, to discuss alternatives. 

CHEATING AND PLAGERISM 

Cheating and plagerism will result in an automatic failure of the 
course. All work is to be done on an individual basis, unless 
specific permission is given by the instructor. Violation of this 
rule will result in failure of the course. 

LOCATION 

Class will be held at Oakland Community College, orchard Ridge 
Campus, I-696 and Orchard Lake Road in Farmington Hills. The 
Tuesday evening class will meet in Room F204 and the Wednesday 
evening class will meet at the Oakland County Courthouse. 

Week One 

Week Two 

Week Three 

Week Four 

Week Five 

Week Six 

Week Seven 

TOPIC 

Introduction to Class 
General Rules of Discovery 
Scope and Purpose of Discovery 

Informal Discovery 
Criminal Discovery 

Interrogatories 
Answers to Interrogatories 

Depositions 
Duces Tecum 
De Bene Esse 
Subpoena 
Preparation of Client 

Production of Documents 
Inspections 
Requests for Admissions 

Independent Medical Exam 
Motions for Discovery 
Review 

Final Examination 

4 hours 

4 hours 

4 hours 

4 hours 

4 hours 

4 hours 



RULES OF EVIDENCE /J:,L 2t£ 
Saturday, 9 am -I pm 

Instructor: Joan D. Dudley 
Summer, 1994 

SYLLABUS 

Required text: Compreh ensive Evidenc e, Ashley S. Lipson 

Grading: 50% final exam 
30% mid-term exam 
10% written assignments 
10% class participation 

Curve: 100-90 = A 
89-80 = B 
79-70 = c 
69-60 = D 
59- 0 = F 

CLASS 1 - July 9: Introduction of class members, instructor,and course. 

CLASS 2 - July 16: Required reading - Foundation chapter; Part I, Chapters 1-4. 

Types of evidence: categories 
"qualifiers" 

Burden of proof 
Judicial notice 
Presu rnptions 
Decisions of judge, jury 
Objections - what, when, why 
Argumentative questions and impeachment - who, when, how, why? 
Best Evidence rule - documents, descriptions, duplicates 
Conclusions/ opinions - lay witness 

expert witness 
Assumption of facts not in evidence. 

HOMEWORK: PROBLEM SHEET #1 , due July 23, 1994. 

CLASS 3 - July 23: Required reading - Part l, Chapters 5-12. 

Hearsay - the rule 
the exceptions 

Irrelevant/ Immaterial Questions 
Leading Questions 
Multiple Questions 
Privilege - Lawyer/ client Husband/wife 

- Doctor /patient Parent / child 
- Psychotherapist/patient Clergy/penitent 
-Accountant/ client Informant/police 
- Self-incrimination 



HOMEWORK: PROBLEM SHEET #2, due July 30, 1994. 

CLASS 4 - JULY 30: Correct problem sheet #2. 
Midterm on all material covered through Chapter 12 

CLASS 5 -AUG. 6: Required reading - Part II, Documentary Evidence and Part 
III, Real Evidence. 

Documentary evidence: 
General admissability requirements 
Types of documentary evidence 
Admissability of real evidence 

Real evidence: 
Admissability 
Types 

Real evidence continued: 
Foundations 
Objections 

CLASS 6 -AUG. 13: Required reading - Part IV, Demonstrative Evidence 

Admissabili ty 
Types 
Foundations 
Objections 

Review for Final Exam 

CLASS 7 -AUG. 20: FINAL EXAM - covers all material in course·. 



Oakland Community College 
Or c hard Ridge - Summer, 94 
Course: RULES OF EVIDENCE 
Course#: LGL 205 (2 Credits) 
Section: OR730 

Instructor: Ashley s. Lipson 
Place: Room F-203 
Day/Time: Thu 6 : 00 - 10 : 00 pm 
Office Hours: By Appointment 
Phone: (313) 553-9100 

CI.ASS SCHEDULE AND ASSIGNKENTS 

Reading assignments should be completed prior to their 
adjacent dates. "Text" refers to the book "Comprehensive Evidence." 
Portions of the Michigan Rules of Court and the Federal Rules of 
Evidence will also be considered. 

July 7 

July 14 

July 21 

July 28 

Aug 4 

Aug 11 

Aug 18 

Introduction and overview; discuss the Paralegal's role 
in the process of gathering and preparing evidence. 

HAVE READ: Foundation Chapter of Text. Be prepared to 
analyze and discuss the Four Types of Evidence ( and 
their distinguishing characteristics), Burdens of Proof, 
Judicial notice, and the Paralegal's authority and 
responsibility for assembling evidence (Ethics issues 
included). 

HAVE READ : PART I of TEXT and be prepared to discuss 
Testimonial Evidence and the 12 objections. Also discuss 
Relevance, Materiality, and Competence. 
COMPUTER LAB: Objection! simulation. 

HAVE READ: PART II of Text and be prepared to discuss 
Documentary Evidence. Review related Michigan Rules of 
Court. 
EXAMINE DOCUMENTS: Discuss the clandestine Cippolone 
Documents (Permission, courtesy of Matthew Bender Inc). 
COMPUTER LAB: Objection! simulation. 

MIDTERM EXAM: Will cover material through last class. 
HAVE READ: PART III of Text and be prepared to discuss 
Real Evidence. Consider related Michigan Rules of Court. 

HAVE READ: PART IV of Text, and be prepared to discuss 
Demonstrative Evidence. VIEW VIDEOTAPE: Discuss selected 
courtroom scenes from films ("Anatomy of a Murder" et 
al). REVIEW FOR FINAL. 

FINAL EXAMINATION: (Comprehensive) - 50% of grade. 
Remainder of grade: Midterm - 30%, Attendance & Class 
Participation - 20% (Scale A=90 B=80 C=70 0=60 F<60 ). 
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Michigan Occupational Information System (MOIS) 
MOIScripts 
Select MOIScript(s): 370 

WORKING CONDITIONS AND REQUIREMENTS 
WORKING CONDITIONS 

Legal Assistants work under the supervision of attorneys, who 

09/01/1994 
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in turn, assume responsibility for the work. Experienced Legal 
Assistants supervise office staff personnel in some law firms. Those 
employed by business firms or by government agencies may also be 
supervised by department heads and other administrators. 

Legal Assistants spend much of their time indoors in well lighted, 
well ventilated places, such as offices and libraries. They may work 
alone or with other personnel. 

Most Legal Assistants work a standard 40-hour week. They are, 
however, subject to more overtime than secretaries and other staff 
personnel. They may work long hours and be under pressure when 
preparing a case for trial. Legal Assistants may travel to get 
information and carry out duties. 

Legal Assistants may be active in one or more professional 
association. Some Legal Assistants are members of the National 
Association of Legal Assistants or the Legal Assistants Association 
of Michigan (LAAM). They may also belong to the Michigan Bar 
Association (MBA). 

Associations may provide accreditation for schools that train 
Legal Assistants. They may be a good source of information about 
which schools may offer the best training. It is wise to check 
with associations when choosing a college or associate degree 
program. 

WORKER REQUIREMENTS 
You Should Prefer: 

Activities involving business contact with people 
Activities requiring library research and report writing on 

how others have handled the same problem 
Activities that require close attention to detail 

You Should Be Able To: 
Read with understanding 
Reason and make judgments 
Understand the meanings of words and ideas associated with 

them, and use them effectively in order to prepare clear and 
well-organized legal documents 
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Michigan Occupational Information System (MOIS) 
MOIScript.s; 
Select MOIScript(sJ: 370 

Pi·epare tr·ial n::iquests and make ar-r-angernent.s for· cou1·ti·ooms 
Maintain law libraries and trial case files 

09/0J./1994 
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Type claims, trial reports, pretrial agreements, and other legal 
documents 
Prepare military punishment and discharge orders 

SPECIAL REQUIREMENTS 
Some specialties require the ability to type at a rate of 25-50 

words per minute. 

CIVILIAN COUNTERPARTS 
Civilian legal technicians work for private law firms, banks, 

insurance companies, manufacturing firms, and government agencies. They 
perform duties similar to military legal technicians. Civilian legal 
technicians may also be called legal assistants, paralegal assistants, 
or legal c1erks. 

*** End of Report *** 
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Michigan Occupational Information System (MOIS) 
MOIScripts 
Select MOIScript(s): 060 

EARNINGS AND ADVANCEMENT 

09/01/1994 
11:23:14 

Page: 3 

Earnings of Secretaries depend on experience, skills, and education; 
job responsibilities; and type, size, and location of the employer. 

Nationally, Secretaries with little experience earned an average of 
$20,215 yearly in 1990. Those with more complex responsibilities 
averaged between $22,229 and $24,811. Top Secretaries averaged 
from $28,318 to $32,825, with a few corporate executive Secretaries 
earning more than $50,000. Stenographers earned average salaries of 
$23,176 in 1991. In 1992, depending on experience and job classifica
tion level, Secretaries entering federal government service started at 
$15,808; $17,686, or $19,713 annually, while Stenographers started at 
$14,082 or $17,686. 

Annual salaries of Secretaries working for private employers in 
Michigan in 1991 were: 

Area 
Detroit (1992) 
Northern Lwr. Pen. 
Benton Harbor 
Jackson 
Upper Peninsula (1990) 

Average 
$29,596 
$26,645 
$20,302 
$20,594 
$18,470 

Middle Range 
$24,468-$30,804 

$16,053-$23,150 
$17,138-$24,339 
$13,832-$22,256 

In mid 1992, Secretaries and executive Secretaries employed by the 
State of Michigan earned $22,592 to $40,048 per year, while Stenogra
phers earned between $19,815 and $28,877. 

Some employers pay annual bonuses based on length and service, 
job performance, or company profits. 

The 1990 graduates of high school vocational education programs 
in Michigan who are working in jobs related to this occupation had 
average entry earnings of $5.28 per hour in 1991. 

FRINGE BENEFITS 
Depending on the employer, most Secretaries receive paid vacations 

and holidays; life, accident, disability, and hospitalization insurance; 
retirement plans; and sick pay. Some Secretaries receive dental insur
ance, tuition .reimbursement, and optical insurance. Some employers have 
a savings or stock investment plan. 



ADVANCEMENT 

Michigan Occupational Information System (MOIS) 
MOIScripts 
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Secretaries of ten begin as a clerk/typist and may advance to Steno
grapher, Secretary, executive Secretary or manager. Extensive knowledge 
of the employer's operations makes executive Secretaries good candidates. 
for promotion to management positions. After gaining knowledge and 
experience, Secretaries can qualify for the designation Certified 
Professional Secretary (C.P.S.) by passing a series of exams given by 
the institute for certifying Secretaries of the Professional Secretaries 
International. 

EMPLOYMENT AND OUTLOOK 
NATIONAL EMPLOYMENT AND OUTLOOK 

Nationally, approximately 3,708,200 Secretaries, including Steno
graphers, were employed in 1990. Employment of Secretaries is expected 
to grow about as fast as the average for all occupations through the 
year 2005, while employment of Stenographers is expected to decline. 
Since aimost every type of business and profession employs Secretaries, 
qualified Secretaries should be able to find jobs that meet their 
preferences. Secretaries who are familiar with different kinds of 
office machines and a range of procedures should have better prospects 
than less-experienced workers have. The widespread use of dictation 
machines has ·greatly reduced the need for office Stenographers, and 
the traditional "steno pool" is becoming a thing of the past. The 
best opportunities for employment will be for Stenographers with 
above average skills. Opportunities for temporary and part-time work 
should be favorable during peak business periods. 

MICHIGAN EMPLOYMENT 
In 1988, about 118,350 Secretaries, including Stenographers, were 

employed in Michigan. Most worked in urban areas. Secretaries and 
Stenographers were employed throughout Michigan by manufacturing, 
financial, insurance, and real estate firms; wholesale and retail 
companies; government agencies; and firms which provided legal, 
medical, recreational, or social services. About 2.2% were self
employed. Many Secretaries worked for individuals such as doctors, 
lawyers, and accountants. 



Michigan Occupational Information System (MOIS) 
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The percentages of Secretaries and Stenographers employed by various 
industries were: 

Industry 
Services 
Manufacturing 

% Employed 

Wholesale and Retail Trade 
Finance, Insurance, & Real Estate 
Government 
Construction 
Transportation & Public Utilities 

MICHIGAN OUTLOOK 

54.9 
13.1 
9.1 
7.1 
6.2 
4.0 
2.6 

Employment of Secretaries in Michigan is expected to grow about as 
fast as the average for all occupations through the year 2000, while 
employment of Stenographers is expected to decline. An average of 
4,090 job openings is expected each year with 1,250 due to growth and 
2,840 due to replacement of workers who retire or leave the labor force 
for other reasons. Additional openings will occur as worke1·s transfer 
to other jobs or occupations. Rapid growth is expected in the employ
ment of Legal and Medical Secretaries. 

The employment outlook for Secretaries appears favorable in both 
the short and long term. Although the ratio of those completing train
ing programs to projected job openings is favorable, other qualified 
individuals may be in competition for the available job openings. The 
best employment opportunities will be for those with backgrounds or 
training in modern office technology, such as computers and word proces
sing equipment. Declining employment of Stenographers is resulting from 
the growing use of dictation machines which require typing but not 
short-hand 
skills. Many employers, especially smaller ones, do not distinguish 
between Stenographer and Secretary. 

MICHIGAN'S EMPLOYMENT OUTLOOK TO 2000 LOOKS LIKE THIS 
FOR MOISCRIPT #060- SECRETARY 

EMPLOYMENT 
AND OUTLOOK 

REGIONS 
State Total 

(1988) 
NUMBER 

EMPLOYED 
118,350 

PERCENT 
GROWTH 

12.3% 

PROJECTED 
YEARLY JOB 

OPENINGS 
4,090 



Michigan Occupational Information System (MOIS) 
MOIScripts 
Select MOIScript(s): 060 

l. Detroit P1rea 56' 125 9. 99-¢ 1,810 
2. Kent County 7,150 19.7% 
3. Flint 4,825 9.8% 
4. Lansing 7,000 17 .. 5%; 
5. l,\lashentaw Ai--ea 6,500 21 . 19-1; 
6. Saginaw-Bay-Midland 4,,375 17.4% 
7. Kalamazoo 3,875 16.0% 
8. Upper Peninsula 2,975 12. 2'.:!¢ 
9. Jackson 2,550 7.8% 

10. Berrien-Cass-Van Buren 2,725 9.9% 
11. Ottawa-Allegan 2,.525 20.9% 
J.2. Battle Creek 2,300 1L6% 
13. N .vL Lower Peninsula 2,450 22.0% 
14 .. Muskegon J., 900 9 .. 8% 
15. Central Michigan 1,800 13.1% 
16. Thumb Area 1,425 14. V'6 
17. N.E. Lor-Je r Peninsula 975 20.2% 
18. l;Jest Central l''iichigan 1,050 8 ; 0 • o?o 

19. East Cent1--al Michigan 875 10.6% 

*Less than 10, **Less than 25, ***Data not available 

SCHOOL SUBJECTS 
***SCHOOL SUBJECTS*** 
The following school subjects are helpful in preparing for 

occupations covered in MOISCRIPT # 060: 
SECRETf.iRY 

i'10IS •fl: Subject 
015 COMPOSITION 
044 BUSINESS DATA PROCESSING 
046 BUSINESS LAW 
048 CO-OP EDUC. OFFICE/DISTRIB. 
050 GENERAL CLERICAL 
053 OFFICE PRACTICE 
055 TYPING 
100 COMPUTER LITERACY 

MOIS # Subject 
043 BOOKKEEPING 
045 BUSINESS ENGLISH 
047 BUSINESS MATH 
049 GENERAL BUSINESS 
052 OFFICE MACHINES 
054 SHORTHAi'!D 
099 COLLEGE PREP 

r' 

300 
160 
280 
280 
170 
150 
100 

80 
90 

110' 
80 

110 
60 
70 
50 
40 
30 
30 
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SECONDARY VOCATIONAL EDUCATION PROGRAMS 
MOIS SECONDARY VOCATIONAL EDUCATION PROGRAM #009 

SECRETARIAL & RELATED PROGRAMS 

Related MOISCRIPTS: 
33 BOOKKEEPER 
39 CLERICAL SUPERVISOR 
60 SECRETARY 
62 STATISTICAL CLERK 

65 TYPIST 
337 GENERAL CLERK 
354 WORD PROCESSOR 

09/01/1994 
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This program prepares students to record and transcribe communi
cations, to provide administrative support, and_ to abstract, classify, 
and file information. Word processing skills are an integral part of 
the program. Advanced secretarial students, who complete their 
instructional activities before the end of the year, may enroll in 
other vocational programs to acquire additional skills. Skills could 
be acquired, for example, in a graphic arts program for such 
occupations as forms designer, keyboard operator, keyliner, offset 
press operator, and proofreader. 
The following courses may be required for completion of this 
program: 
.STENOGRAPHY LABORATORY CLERICAL LABORATORY 
LEGAL SECRETARIAL LABORATORY COMBINATION LABORATORY 
MEDICAL SECRETARIAL/MEDICAL ASSISTING LAB 

High school students should consult their guidance office for 
more information about the specific requirements of this program 
at their school or area vocational education center. 

SECONDARY VOCATIONAL EDUCATION PROGRAMS 
MOIS SECONDARY VOCATIONAL EDUCATION PROGRAM #017 

MEDICAL OFFICE CLUSTER 

Related MOISCRIPTS: 
60 SECRETARY 
309 OPTOMETRIC ASSISTANT 
378 MEDICAL ASSISTANT 
Approved vocational education programs in Medical Off ice Cluster 
prepare students to perform functions assigned by a physicia~ in 
the physician's office or clinic. Students learn to perform such 
duties as answering the telephone, relaying messages, receiving and 



TO: 

FROM: 

RE: 

DATE: 

OAKLAND 
COMMUNITY 

COLLEGE 

See Below 

Sarah Keidan 

ABA Site Visit Report 

September 22, 1994 

Memo 

----------------------------------------------------------------------------------------------------------------------------------
Dave Adams 
Carol Brown 
Susan Brown 
Ray Cassar 
Judith Christie 
Rebecca Houghton 
Sarah Keidan 
George Keith 

Mike Kinney 
Fred Mester 
Terrie Paulson 
Mary Spada 
Sheldon Stark 
Constance Tatum 
Debra Vago 

Attached is a copy of the long-awaited ABA Site Visit Team Report. 

Please review it and send any comments to Sarah Keidan in F-302 
ASAP. 

We will develop a response to the report within a two week time 
frame which will list the developments we have undertaken since 
June and the status of each, plus a request to the ABA for a return 
site visit in late winter-early spring 1995. 

Thanks for your attention to this matter. 

@ Pnntcd on Recvc:led Paper wnh Soy Ink 
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CARRINGTON, COLEMAN, SLOMAN & BLUMENTHAL 

A REGl.STEREO LIMITED LiABILITV PARTNERSHIP 

.JAMES E COLEMAN. JR 
MA.FWIN 5 SLOMAN 

ROBERT L BLUMENTHAL 
FLETCHER L. YARBROUGH 
.JOHN ANDREW MARTIN 
.JAMES A. ELLIS, .JR. 
PETER TIERNEY 
EARL F. HALE • .JR. 
LYMAN G. HUGHES 
RONALD M. we:rss 
CORBE:T F. BRYANT, JR. 

CON R. HANMER 
WILLIAM B. DAWSON" 
BARBARA M. G. LYNN 
TYL.ER A. BAKEf'.l 
STEPHEN A. GOODWIN 
MICHAEL PRINCE . 

T!M GAVIN 
~ICt-<AEL eRADE"-4 
.JAl'jE ..,.AKE!...A 

BRUCE W. COLL.INS 
REBECCA P. ADAMS 
DAVID G. CRUMM 
ELIZABETH 0. WHITAKER 
CRAIG W. WEINLEIN 

ROONEY H. LAWSON 
RUSSELL. F NELMS 
KEN CARROLL. 
PAULA J. MILLER 
.JEFFREY S. L..EVINGER 
SIM ISRAELOFF 
ROBERT R. RIES 
RICHARD A. ROHAN 
KAREN L. HIRSCHMAN 
JOHN W. WESLEY 
GORDON K. WRIGHT 
TOO B. EDEL. 
BARRY R. BELL 

ATTORNEYS 

200 CRESCENT COURT 

SUITE 1500 

DALLAS, TEXAS 75201 

FAX (214) 855-1333 

TEL. (214) 855-3000 

MARK S. WERBNER 
CHARLES C. JORDAN 
GEORGE M. KRYDER, Ill 
MICHAEL A. PETERSON , 
ROBIN MARIE GILLESPIE DIANE M. SUMOSKI 

September 22, 1994 

VIA FEDERAL EXPRESS 

Sarah Keidan, J.D. 
Oakland Community College 
Paralegal Program 
Orchard Ridge campus 
27055 Orcharld Lake Ro~d 
Farmington Hills, MI 48334 

RE: ABA Site Visit Report 

Deal;' Sarah: 

ALLISON ARANSQN 
CHRISTOPHER 0. ATWELL 

BONITA c. BARKSOALE. 
S. TOCO BARTON 
LARRY' T. BATES 
Mll<.E BIRRER 

LYNDON F BITTLE 
ROBERT H. BOTTS, _IR. . 

·DAWN-RYAN BUONER 

CYNTHIA S. BUHR 
GREGG R. CANNADY . 
MONTE M. DEERE • .JR. 
DAVID R. GRANT 
KENNETH C.· GREENE • .JR. 
SUSAN N. HOGAN 
DANIEL L -lASICA 
SCOTT ,M. KLINE 
.JEFFREY a. LANE 

.• 
~··· 

LEIGH TAYL..Q;;i !..OGAN 
5,.l.LLY A. ._0:-..G~QY 

NICciLE ~ MARTINSON 
.JE:FFREY C MATEE:R . 
At~Y E: .. McKAIG 
CHARLES M NORTH 

STEPHEN J. PIERCE. JR 
M. FLETCHER REYNOLDS 

NORTON ROSENTHAL 
RANDAL. C. SHAFFER 
DANIEL -l. SMITH 
MICHAEL A SWARTZENORUBER 
GREGG L. THORSEN 
.J. STUART TONKINSON 
ALE:XANORA 0. WADDELL. 
RAY 0. WESTON, _IR. 
KAREN H. WHEELER 

OF' COUNSEL 

DIANE W. BRICKER 
WILLIAM 0. UNDERWOOD 

WRITER'S DIRECT DIAL. NUMBER 

855-3501 

Enclosed is t;he report of the Site Visit to the Paralegal 
Program of Oakland Community College. Please revie~ and make any 
factual corrections which you feel need to be made prior to the 
report being submitted to the.ABA Commission in final form. If 
there are factual corrections which are to be made, please indicate 
them on the report and return to me for preparation _of the final 
report. 

I unde~stand that you have made changes to the Program since 
the time Of the. site visit and that you will wish to respond to 
various portions of the report. You may want to make this response 
after any suggested changes haye been discussed arid incorporated 
and the enclosed report is in final form. If there are no 
corrections to be made, please prepare and send your response to me 
and I will submit it to .the ABA along with-the final report of the, 
site visit team. 



Sarah Keidan 
September 22, 1994 
Page 2 · 

Thank you for your courtesy and cooperation both during the 
site visit and in the preparation of this report. Please let me 
know if you have any questions. I look forward to hearing from 
you. 

AMD:vlc 
Enclosure 

Very truly yours, 

/ r'() ~/~-<'."' / . ~:-:; ~~ 
Ann M. Dodds 
Legal Assistant Administrator 

cc: Marilyn Barmash (w/o enclosure) 
Staff Director 
American Bar Association 

Terrance Mitchell (with enclosure) 
Program Director, South Suburban College 

Sharon A. Shafer (with enclosure) 
Legal Assistant 
Cons_umers Power 

.-
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SITE VISIT REPORT 

Oakland Community College 
Legal Assistant Program 

Farmington Hills, Michigan 

June 5 and 6, 19'J4 

Ann M. Dodds, Member 
ABA Approval. Commis.4)ion 

Sharon. A Schafer 
Paralegal 
Consumers Power 
Jackson, Michigan . 

Terrance Mitchell 
Director, Legal Assistant Program 
South Suburban College 
South Holland, Illinois 

... 
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Oakland .Community College ("OCC") has applied to the American Bar Association for 
approval of its Legal Assistant Program ("Program"). This site visit was conducted on June 
5 and 6, 1994. The visit consisted of the following activities: 

0 

Meetings with administrative officials of the college including George Keith, Campus 
President; Carol Brown, Academic Dean; Dave Adams, Dean of the Business 
Administration Department. 

0 

· Meetings with Martin Orlowski, Director Office of Institutional Planning and Analysis; 
Roger Zapinski, Counseling Department; Jamie Mason, Associate Dean for Student 
Services; Willie Lloyd, OCC Placement Office. 

0

. Several meetings with Sarah Keidan and Mike Kinney, Co-Directors of the Legal 
Assistant Program of OCC. · 

0 

Luncheon meeting with teaching faculty including Sheldon Stark, Laura Gould, Irma 
. Gillis-Heck, Ashley Lipson, and Austin Howard. 

0 Meeting with eight current Program students. 

0 Meeting·with five Program graduates. 

0 Tour of classroom facilities and Program office. 

0 Observation of two legal specialty classes. 

•
0 Tour of Oakland County Law Library. 

0 

Breakfast With LGL Advisory Board including discussions With Sheldon Stark, Ray 
Cassar, Vickie Haughton, Judith Christie, Debbie Vargo, and Dave Adams. 

0 

Tour of OCC OQ-site legal collection and meeting with Tom Haug, Library 
Department Chairman. 

0 
Review of several documents including examinations and assignments; library 
inventory; new course outlines; student evaluations of faculty; internship and materials 
dealing with ci>llege placemei,its and statistical compilation of student information. 
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SECTION I: GENERAL INFORMATION 

G-101 - G-107 

Oakland Community College is a publicly supported two year institution which was founded 
.. , i:ri 1964 as a comprehensive community colleg.e and opened in September 1965. In 1967, the 

Orchard Ridge Campus opened its facilities in Farmington -Hills, Michigan. Currently,· 
Oakland Community College is ·comprised. of five campuses which are managed by four 
presidents. Oakland Community College currently offe~s ninety career associate degree 
programs. The Legal Assistant Program is 1. of 22 programs offered by the Department of 
Business Administration. The primary .campus for the Legal Assistant Program is the 
Qrchard Ridge Campus. The Orchard Ridge Campus serves approximately 600 to 900 
students who are· enrolled in credit courses. 

Oakland Community College (OCC) is accredited by the Commission on Institutions of the 
North Central Association of Colleges and Schools. ·In the fall of 1992, the total .enrollment 
of OCC was 29,363 students, .20.7% of which were full time and 79.3% of which were part· 
time students. The college had, at that time, 299 full time faculty and 124 administrative and 
management personnel; 75% of the revenue of otc was provided through state and local 
funds and 25% of the revenue of the college was generated from student tuition a:nd· fees. 

- The Legal Assistant Program (Program) was founded in 1987 and.is -organized under the 
Business Administration Department. The Progr.ani has graduated approxim.ately 120 

.. students to date and had an enrollment for the spring 1994 term of 83 students enrolled in 
legal assistant (LGL) courses. · · · 

. The enrollment of students in the spring 1994 term who declared an LGL major, but who 
were not necessarily taking legal assistant courses during that teim, totaled 211. 

SECTION II: ORGANIZATION AND ADMINISTRATION 

G-201 

The Program was first offered· in the fall of 1987 and was initially organized and 
administered' by.Dave Adams, the Chairman of the Business Administration Department. 
The need for establishing the Program was based on the college's commitment to provide 
career prognuDs:. designed to meet emerging needs of the community and to provide 
necessary trammg·and education for associate degree level employment. The need fqr the 
Program was detefmined by reviewing projections available from the U.S. Bureau of.Labor 
Statistics and through informal conversations with members of the. legal community. No 
formal "needs assessment" study was conducted to determine that a need for an additional 
legal assistant program existed in a community supporting other programs, nor ·was there a 

2 



formal survey of the local legal community conducted to determine the development of a 
course of study. 

The Program objectives include provts10n of qualified para-professionals to the legal 
community and quality education to residents of the Oakland Community College·district 
who desire employment as legal assistants. It is also the objective of the Program to 
contribute as a community college to the economical and efficient delivery of legal services 
for the private and public sectors of the community served by the institution. 

Oakland Community College awards both an AA degree in Applied Sciences in legal studies 
and a Paralegal Certificate of Pr9ficiency. · 

· The Program is contained within the Department of Business Administration at the Orchard 
Ridge campus and is administered by directors responsible to the chair-person of the 
Business Administration Department, Dave Adams. Dave Adams reports to the academic 
dean, who reports to the president of the Orchard Ridge campus, who reports to the 
Chancellor of OCC, who ultimately reports to the Board of Trustees. At the time of the site 
visit, J. Michael Kinney was the Program Director reporting to David Adams, the Chair of 
the Business AdministratioitDepartment; Sarah Keidan was acting Co-Director working·with 

· Michael Kinney in the administration of the Legal Assistant Program. · 

The .Program is represented by George Keith, Campus President, at -the- meetings of the· 
Boarcf of Trustees. At the time of the site visit, the Program was not taking advantage of 
many of the service's available through the overall administration of the college; the 

· placement department did not interact with the Program an.d the paralegals, students and 
graduates were not aware that placement services were available to them. 

The Program of Oakland Community College is primarily funded through tuition; 58% of 
the funding for the 91-92 academic year was derived from tuition and the other 42% was 
derived from state aide. The Program receives instructional supplies, equipment, and library 
and other support services through an "in-kind" contribution through the Business 
Administration Department. The commitment and support for the Legal Assistant Program 
was described by college officials as being strong. Administration assured the site team that 
instructional supplies, library facilities, equipment, salaries and other Program needs would 
be met throughout the academic year. The college's commitment insures that as long as 
there is Student.demand for the Program, it will continue to be- offered as part of the college 
curriculum. -.,. · 

The 1994 budgd;. ~inch was supplied to us in supplemental materials prior to the site visit, 
indicated a budgeted amount of $15,000 for part-time management staff. At the time of the 
site visit, the job of the Program Director was being posted to be filled and the ·job 
description for the.position was being developed. The amount of time to be devoted to the 
different aspects of the Program by the director had not been determined. 
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There is a general operating fund through which funds can be made available to allow the 
director of the Prowam to become involv~d in professional associations such as AAFPE. 
It was said that support would be available and given to the director to become involved in 
AAFPE, possibly through attendance at the annual conferences. 

G-202 

The Chairman of the Department of Business Administration of the Orchard Ridge Campus 
prepares the budget for that department which includes budgeted amounts for the Program. 
The number of paralegal (LGL) classes to be offered through the Program is based on past 
experience and new classes may be open during registration if existing classes for offered 
courses are full. The revenue for the Program is derived primarily from tuition and the 
budgetary procedures in place for the Program are similar to budgetary procedures for other 
programs within the community college. 

· The Program bas comparable status . to units of similar size within OCC. At ~he campus 
level, the acting directors and faculty of the Program, the Academic Dean and the Chairman 
of the Business Administration Department each participate in campus-based counsels such 
as the Academic Senate, Curriculum Committee and other faculty or college-wide 
organizations. 

At the time of the site visit, the college as stated· in its Self-Evaluation Report, did not 
routinely support "full time faculty or directors' salaries for new programs." It was evident 
to the team during the site visit that the Program offered by OCC is new and in the process 
of being developed. · The budget is deterrnine·d by the Business Administration Department 

. as the resident academic department for the Program, which estimates enrollments for the 
following year and recommends a schedule of classes. Full time faculty overload m.onies and 
adjunct instructor monies are budgeted for those scheduled classes. Money for director's 
time was not ordiilarily funded, but was ·handled by separate, supplemental contracting 
through the Dean's budget, based <;>n "a time-on-task basis." 

G-203 

The Program has an advisory committee consisting of thirteen members. Of the thirteen 
members the: majority are directly associated with Oakland. Community College. The 
members of the advisory committee are nominated by the Chair of the Department of 
Business Administration and appointed by the Campus President. Appointments to the 
advisory committee are generally for one year. Members are .eligible for reappointment. 
The thirteen members of the advisory comniittee ~elude four practicing attorneys (two of 
whom. are the co-directors of th~ Program and two of whom teach on the Program), one 
judge, one current OCC legal assistant student,· t\vo OCC program graduates, the Chair of 
the Department of Business Administration, the co-directors of the Legw Assistant Program . . 



":.·. 

at the time of the site visit who are also both attorneys, the President of Oakland 
Community College and three individuals involved in administrative positions in the legal 
community including a representative of the public sector. 

In the Self-Evaluation Report, David Adams, Chair of the Department of Business 
Administration, was listed as Chairperson of the committee. Accordirig to the advisory 
committee mi:qutes, however, Mike Kinney, one of the co-directors at the time of the site 
visit, chaired and conducted the meetings. The meetings were held informally with no set 
schedule and, at the time of the site visit, pfans were underway for a more formal advisory 
committee structure to be implemented in the future. The advisory committee was formed 
in 1989. Prior to that time an ad hoc committee met and acted as the advisory committee 
for the Program. 

The members of the advisory committee of the Program are enthusiastic about and seem 
committed to the Program and to its students and graduates. They also appear to be 
interested in the activities of the Program and in developing the paralegal profession in the 
local legal community. Members of the advisory board either have been or plan to become 
involved in such projects as the evaluation of the curriculum and course content for the 
Program, the development of student internships and job placement, the staffing · of 
instructors for the Program, the evaluation of the Program as a whole, and in surveying the 
community concerning the local utilization of paralegals. · · 

The site visit team noted that a significant number of the members of the advisory board 
were involved with the Program as instructors. The team· recommended that in the future 
the director strive to achieve diverse representation of the legal community on the advisory 
board and that members be added to the board from the community who are involved in 

·the local bar associations, the local law firms· and corporate ·law departments who are 
. potential employers of pa~alegals and that an effort be .made thrpugh the advisory board to 
integrate the Program into the community as a whole to a gr~ater degree. 

The team also suggested the use of sub-comlnittees of the advisory board \\'hich could be 
formed to help with specific projects such as graduate surveys, curriculum review and the 
organization of an alumni association. The team also advised the co-directors that the 
advisory board must meet on a regular basis and suggested alternative ways in which this 
might be accomplished should luncheon or breakfast meetings not always. be possible. 

G-204 

,As a public institution, Oakland Community College ha~ a strong interest in providing 
education to aII minorities in the community; Separate statistics for enrollment of paralegal 
studentS by racial and ethnic category were available unde_r the board description of minority 
versus non-minority in the ·supplemental information provided to the team prior· to the site 
visit. There have been 11 minority graduates and 109 non-minority graduates from the 
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Program to. qate. This differs slightly from the breakdown of graduates by g~nder which 
totalled 136 female grad1:1ates and 4 ·male graduates for a total of 140 as opposed to a total 

... of 120 reflected in the minority breakdown. 

Women are fairly well represente·d on the faculty which at the current time has no minority 
members. The site team suggested that minority instructors for the Program be added to 

.. the faculty and.that the Program be marketed to the focal minority communities through the 
·minority bar associations and through ot~er minority organizations affiliated with the legal 
community. · 

G-205 

Salaries for the faculty of the Program are adequate. Within the department, funds for 
printing and supplies are probably adequate as well. The 1993-94 budget supplied to the 
site visit team prior to the visit did not reflect funds for the library, nor were funds 
specific~lly reflected for the salaries of the acting directors. A proposed 1994-95 budget was 
given to us·during the site visit which reflected a part time salary of $15,000 for the director 
and additional funds for support and supplies for the Program. 

As previously stated, prior to the actual creation of the position of Program Director, which 
was posted to be filled in iuly 1994, one month after the site visit; money for a director's . 
time was not ordinarily ·funded, but was handled by a separate, suppleinehtal cqntracting . 
through the dean's budget based on a time-on-task basis. A part time director's· salary of 
$15,000 was included in the proposed budget for 1994-95 and this may be increased as the . 
amount of time th~ director of the Program will devote to various duties is determined. One . 
full time secretary of the Department of Business Administration spends approximately 25% 

·of her time on ~he Program on a weekly basis, or approximately 10 hours per week. The 
·hours of this person are increased as necessary and adequate secretarial support does seem 
to be proVided to the Program. During ·the 1993-94 academic year, student assistance 
support was also supplied to the Program. .. 

As will be. more fully developed in Section G-601,.studerits in the Program primarily utilize 
. the Oakland County Law Library, which is available to them. The· 1ocal library collection 
is minimally adequate under the guidelines and is not supported by a specific line item in 
the budget. . - · · 

·Placement, admissions, . counseling and ·library. semces are available· through the main 
administration.of the college without·allocation by depart.mentor major." Placement~ as will 
be developed subsequently, is not specifically available to paralegals or to those enrolled in 
the Program for placement within their field and the representative of the OCC Placement 
Office with whom the team met was not familiar with the specific placement needs of 
paralegal students and graduates. 
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No specia l funds a re now a ll oca ted within the paralegal budge t for research. evaluation or 
professional development of faculty. A5 indica ted below in G -301 , the Program must engage 
in more regular, concerted fo llow up of gradua tes and e mployers. Funds should be allocated 
so tha t these functions become a permane nt, institutio nalized part of the operation of the 
Program. 

T o summarize, resources in some a reas are adequate, but in others greater support may! be 
required for the Progra m to comply with the recommendations in this report. The team 
recommends that in particular more administrative and perhaps financial support should be 
given for surveys a nd fo llow up of graduates and employers. 

SECTION ITT: EDUCATIONAL PROGRAMS 

G-301 

Oakland Community College offers a two-year program leading to an Associate in Applied 
Science degree as a Legal Assistant and a certificate program. A total of 62 credit hours is 
required for the degree and 40 credit hours for the certificate. 

During classroom observations by the site visit team and in meetings with present Legal 
Assistant students and program graduates it was evident that the instructors emphasize 
reasoning and the understanding of underlying principles as well as demonstrating and 
requiring practical applications. 

The Program co-directors and the advisory committee have responded to a perceived need 
to add legal specialty courses but have not initiated any surveys or studies which would 
provide meaningful input. The college should initiate appropriate research and surveys to 
am 1e at findings which will enable the advisory committee and the appropriate college-wide 
curr culum committee to substantiate proposed changes, as required by G-301 of the 
guide lines. 

An organized plan for review and evaluation of the total program is not in place. There are 
no cu ent graduate and employer surveys to measure the success of the program, nor is it 
a continuing process as required by G-301 of the guidelines. 

The ethical and professional standards of the Legal Assistant and of the attorney arc 
current.v incorporated into two of the courses, but the direction to do so should be included 
in every a ppropriate legal specialty course syllabus, as mandated by G-301 and G-106 of the 
guidelines. 
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G-302 

The program is generalized in natu_re, though arguably it might be considered an extended 
trial practice course with several appropriate divisions. The sole substantive law course i_s a 
survey course and is entitled LGL 204, Substantive Law. However, guideline G-302 is clearly 
met as to the legal specialty offerings. · 

That aspect of the guideline as it relates to transferable general education and elective 
courses is also in compliance. There are 14 elective hours; 18 highly transferable General 
Education required hours, Business Law I and II are mandatory, and a word processing or 
personal computer application course is also required. 

G-303 

A description of the degree curriculum follows: 

·General Education Credit Hours · 

ENG 151 Composition I 3 
ENG 152 Composition II 3 
SPE 129 · Interpersonal Communications 

or 
SPE 161 Fundamentals of Speech 3. 
POL 151 American Government. 3 
Math/Science Elective (Courses are 3, 4 or 5 hours·; carried at minimum) 3 
Social Science Elective (Courses are 3 or 4 hours; carried at minimum) ..1 . 

Total 18 
Legal Specialty Course~: Required 

LGL 200 Legal Research I 
LGL 201 Discovery 
LGL 202 Litigation· 
LGL 203 Legal Research II 
LGL ·204 Substantive Law 
LGL 205 · Preparation of Evidence 
LGL 206 Trial{~feparation 

Total 

3 
2 
4 
3 
4 
2 

..1 

21 



Legal Specialty Courses: Electives 

BIS 109 .Introduction to Legal Office Enviionment - 2 credits . 
LGL 251 . Legal Assistant Internship - 3 credits 

Additional required courses: 

BUS 203 
BUS 204 
BIS 107 

~usiness Law I 
Business Law II 

·Introduction to Word Processing (3 hours) 

3 
3 

or 
CIS 105 Personal Computer Applications (4 hours) (Carried at minimum.) .1 

9 
14 

Total 
Additional elective requirements: 

TOTAL 62 
The Fine Arts/Humanities Elective (with a minimum of 3 credit hours required for the 
Applied Science Degree) includes several courses which do not comply with G-303 F. 
However, the 18 General Education credit hour requirement is fulfilled without this elective. 

The certificate program: 

Legal Specialty Courses (as stated above) 

CIS 105 
BUS 203 
BUS 204 
ENG 151 
ENG 152 
SPE 129 

or 
SPE 161 

Personal Computer Applications 
Business Law I 
Business Law II 
Composition· I 
Composition II 
Interpersonal Communication .. 

Fundamentals of Speech 

21 

4 
3 
3 
3 
3 

.TOTAL 40 

The college accep,ts the general education credits of transfer students from colleges 
accredited by the·North Central Association of Colleges if the grade is "C" or better. The 
current (1993-94) catalog provides that students who enter with a bachelors degree "or other 
significant education with work experience may, with the approval of the department, be 
granted a Legal Assistant Certificate" upon completion of the legal specialty courses and six 
other specified courses. The college recently (November 1993, page 53B of Self-Evaluation 
Report) outlined minimum objective guidelines for prospective transfer students,. as 
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anticipated by G-501 ( c) of the guidelines. It has not been made clear, however, that the 
catalog will state that the same standards will be applied to degree candidates as well as 
certificate candidates who are transferees. 

The college reports there have been no waivers of the General Education requirement in 
connection with Le gar Assistant students and a. spot review of twelve graduate files at the 
site confi~med this statement. · 

The acceptance of legal specialty courses from other North Central Association colleges is 
clearly stated in the current catalog, ·as anticipated by G-501 ( d), but the criteria for 
acc,eptance of credits from other· colleges, includin~ proprietary schools, is not stated. 

The catalog (1993-94) does not contain the legal restriction on the practice of law required 
in G-501, Evaluative. Criteria A. 

SECTION IV: FACULTY 

G-401 

J. Michael Kinney, full time faculty and an attorney, has been sole Program Director from 
1989 until 1993 when Sarah W. Keidan, full time faculty and an attorney, became co- ::::;. 
director. There are seven adjunct faculty. The Fall and Winter terms are fifteen weeks in 
length, and the Spring. and Summer terms are each seven and one-half weeks in length. Mrs. 
Keidan's teaching assignments· have varied, averaging two courses per academit year. Mr. 
Kinney has been the internship instructor (LG~ 251, an elective course). each term it has 
been offered, which has been three of the four .per year. 

The adjunct faculty for the Legal Specialty courses are all attorneys or judges . and are 
effective, according to student input at the time of the site' 'Visit and from available faculty 
evaluations. Several are very .active in the use. of paralegals, including acting as the site for 
the Legal Assistant interns. It is recommended that continuous faculty evaluations be 
solicited from the students. 

G-402 

The co-directors of the program have shared the program responsibilities since that 1993, 
but their areas of responsibility have not been clea~ly defined, nor have. all of. the Program 
responsibilities outlined in G-402 been addressed. The college had identified the deficiency 
and is currently addressing this area. The college is preparing an appropriate job description, 
has made provision for funding the position, and expects to fill the position. of Director ·Of 
the Program in time· for the F~ll 1994 term. At this· time G-402 is no.t in compliance. In 
particular, Evaluative Criteria A, B, C, E, F, G, Hand J ofG-402 are not presently acceptable. 
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G-403 

The size of the· faculty is adequate considering the number and types of courses, sections and 
the registration figures. A review of the faculty resumes and personal contact" at the tiµie of 
the site visit, with the tw9 full-time and five of the seven adjunct faculty demonstrate 
professional competence, experience with legal assistants and encouragement of professional 
growth. The salary and other benefits are comparable to that of other faculty within. the 
college. Funds are available to the full-time faculty for professional growth, and several of 
the adjunct are very active in the legal environment, where their resp.ective business funds 
support their endeavors. Administrative support in provided by sharing a full-time secretary. 
for approximately ten hours a week, with additional support available. as needed and 
requested. 

SECTION V: ADMISSION AND STUDENT SERVICES 

G-501 

Oakland Community College has an open door admission policy. Admission to credit studies 
is open to all high school graduates, transfer students, and persons 18 years of age or older 
who have graduated from high school. There are no other defined requirements for :·~: 

admission to the Legal Assistant Program than those described above. 

Oakland Community College also offers a "certificate of completion" from the ·Legal 
Assistant Program. The selection procedure for· applicants is based· on prior academic 
record, ability to proceed with college-level coursework, and the desire to obtain a degree 
in the legal assistant field or job enhancement. · 

It is felt by the team that the perimeters of the Program should be more clearly defined. 
With undefined perimeters, there is a potential. for prospective students to enroll without 
having a. clear understanding of the requirements to successfully complete their course of 
study. 

G-502 

Orientation, to the·. Program and the legal assistant profession· is handled through the 
admissions prOcess,. informal sessions with students, introductory courses, des~riptive 
literature, college catalog, meeting with the Program -Director and students, meetings with 
counselors, focus groups, etc. Oakland Community College conducts an orientation session 
for all new students at the beginning of the fall form of each year and .all new students to 
the Legal Assistant Program are encouraged to attend. 

11 
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An orientation program specifically for those students currently enrolled in or interested in 
the Legal Assistant Program is currently offered. The orientation includes presentations by 
the Program Directors, students and graduates of the Program as well as current faculty. 
This orientation to the Legal Assistant Program offered at Oakland Community College 
should continue to be offered and is encouraged by the members of the team. · 

"' . 
. While Oakland Community College has a Placement Services Office which is designep to 
assist students in their search for part and full-time. employment, there is virtually .no 
coordination between· that office and the Program Director. · It is stated in the Self
Evaluation Report subr:nitted by Oakland Community College that "to this point we have not 
felt the need to develop ari intensive, extensive job ·placement procedure because the 
number of program graduates has been so small". The establishment of a placement 
procedure for those in the Legal Assistant Program is .a mandatory requirement for ABA 
approval. The mer<:'. fact that the number of graduates of the Program is small does not 

· exclude a program. Each graduate is as import;mt. as the next and the ultimate ·goal should 
be the successful placement of graduates. . Oakland Community College's program .is 
currently lacking ill this criteria. The team encourages occ to establish a placement 
procedure for its Legal Assistant Program graduates and also encourages i!!teraction 
between the Placem~rit Services Office and the Program Direcio~. Education· of those in 
the Placement Services Office _as to the role of a legal assistant will also ensure appropriate 
placement. · · 

The team also encourages the Program Director to use the resources available through the 
Institutional Planning and Analysis Department in developing the appropriate statistics for 
the Legal Assistant Program. To date, these statistics are virtually non-existent . 

. Oakland Community College offers a variety of student organizations - special interest 
groups, social organizations, and service 9rganization - which exist to meet the diverse needs . 
of its students. The Legal Eagles_ is stated to be an e~tablished student organization of legal 
assistant program studen_ts~ Neither the current.'sttidents nor graduates. of .. t!1e Progr.am 
which the team spoke were involved in said student organization. They could offer no 

· insight as to the purpose of said organization. the team encourages the Program Director 
to develop the Legal Eagles into a Viable .organization for its students .tq allow for 
networking; guest speakers in areas of interest, and· a means for students to keep current of 
trends h1 the ·profession. · · 

G-503 

Oakland Community College allows students who desire to take a course without credit to 
choose to audit the course by paying full tuition and fees. Students desiring to audit may 

. do so at time_ of registration. 

.12 

·" 



There is no· current policy prohibiting non-degree students or students pursuing degrees in 
other areas from registering for legal assistant courses. Th~ portion of such students in legal 

· specialty courses is approximately 3%: . , 

SECTION VI: LIBRARY 

'G-601 

. ' . . 

The law section of the Oakland Community CoHege Orchard Ridge Campus library has been 
specifically set· up to serve the needs of the Legal Assistant Program. 

In addition to OCC's library, students also have available to them the Oakland County Law 
Library. While the drive to the library seemed a bit much to the team, it was obviously the 
library of choice for students and graduates. of the Program. The hours. of availability were 

·sufficient to meet the ne'eds of the students of the Program. These two library facilities 
available to students have· all the necessary ·legal research and reference materials for 
students to complete a given task. The combination of both libraries include all those law 
books referenced in G-601(A)(3). The guidelines_ set forth in Section G-601(A) are 1:11et. 

Students receive instruction in the proper use of the library in LGL, 200, Legal Research I 
and LGL 203, Legal Research II. · · 

SECTION VII: PHYSICAL PLANT 

· G-701 

The Orchard Ridge Campus is situated on 147 acres. The compl~x of 13 buildings currently 
serves over 7,500 ·students. A community activities building provides recreation and 
community activit~es .. 

Currently, 9 classrooms are assigned to the· Business Administration Department. apd legal 
assistant courses are scheduled into these classrooms and other classrooms throughout the 
campus based on availability. 

As previously mdi~ted, there are 2 full tim·e faculty, 7 part time or adjunct faculty and 
secretarial supP>tf iS provided for the Department of Business Administration. Full time 
faculty have priVate office.s located within the same building as the classrooms and are easily 
accessible to students, adjunct faculty and staff. · 

The learning resources center, which is available to all students registered at Oakland 
Community College, contains library material such as video tapes, audio tapes, films, slides 
and transparencies as well as bQoks and periodicals. Librarians are on duty to assist and 
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instruct students. The library hours are usually from 8:00 a.m. until 9:00 p.m. weekdays and 
a half 'day on Saturdays. · 

The individual instruction center provides assistance to students who need reinforcement in 
a·cadernic areas to students who are experiencing difficulty in their' course ·work. Tutors are 
also available upon request from studems. in the Legal Assistant Program who are having 

· academic difficulty. 

Oakland Community College students, as previously stated, use the. Oakland County Bar 
Library as a source for extensive. legal research· and Oakland County courtrooms are used 
for course classrooms and mock trials. · 

CONCLUSIONS AND RECOMMENDATIONS 

The Paralegal Program of Oakla~d Community College has the potential to become a good 
paralegci.l program. The members of the faculty of the Program are very committed as_ are 
the co-directors, Mike Kinney and Sarah Keidari. · The site visit team was especially 
impressed with the dedication and enthusiasm of the co-directors for the Program and of the 
faculty for the ·students and for the potential of fhe Program. There is Cleatly a desire to 
offer a quality program and it was apparent to the team that the college is moving in the 
right direction in order to create a program that will serve its graduates and the community. 

However, it was also apparent to the site visit team that our visit was premature. -While the 
Program is gaining in structure -and appears to be moving toward becoming one which will 
provide services to its graduates and to the community, it was the judgment of the site visit 
team that the Program did not comply with- the requirements of several of the Guidelines 
at the time of the site visit and that ABA approval can not be granted at this time. I~ is the 
rec'ommendation of the site visit team that another site visit be scheduled no sooner than 
~y.ear from the time of the initial site visit and that consid_~ration of ABA approval for 
the Legal Assistant Program of Oakland Community College be deferred until such tim_e as 
the proposed structure and curriculum for the Program has been in place 'a sufficient period 
of time for evaluation. 

This recommendation is based _principally upon the fact that, at the time of the site· Visit 
conducted in ~une of 1994, there was no program director in place for the Program. The 
job descriptiOnfor·the Program Director was being deyeloped and the position of Director 
had been post~dt. ~ut not filled. The Program of OCC was not found to be in compliance 
with guidelines 0201, G-202, G-40~ or G-402. · · 

Additionally, the Legal Assistant Program of Oakland Coµimunity College offered no formal 
career counseling or placement. for its legal assistant students and graduates. It was 
specifically stated in the Self-Evaluation Report that, at the time the report was prepared, 
the administration of the Program had not felt the need to develop a job placement 
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procedure because the number of progra m graduates had been so small. The site visit team 
did nor find a well organized plan fo r counseling and advising students and assisting 
graduates in securing sui table employment as is required by G-502. 

It was the finding of the site visi t team that there were no adequate records or surveys 
tracking the job histories of gradua tes and very little knowledge as to the ultima te placement 
of graduates who successfully completed the Program. Concerning student input, the site 
visit team found that the faculty evaluations by the students were not sufficient and should 
be enhanced and made an integral part of the evaluation of the Program faculty. (G502) 
There was no evidence of an organized plan for review and evaluation of the total program. 
(G-301) It was suggested by the site visit team that graduate surveys, needs assessment 
surveys and general follow up of the professional experience of graduates in the community 
could be used to further structure the Program and to develop curriculum to meet the needs 
of employers in the community and to aide in the professional development of the students 
and graduates. It was the determination of the team that the Program was not in 
compliance with ABA guideline G502. 

With respect to the advisory board, it is the suggestion of the site visit team that the board 
be given formalized structure, that the members of the advisory board be given specific 
duties and that the board meet on a regular basis, 'at least two times per year. It is also the 
suggestion of the site visit team that the director of the Program have direct input as to the 
appointment of the members of the advisory board and that this be a cooperative function 
with the president of the college who is currently responsible for appointing members to the 
advisory board. 

Further, it is the suggestion of the site visit team that the advisory board be broadened to 
include members from the community who are not also involved with the Program. It was 
specifically suggested that local bar associations, law firms and corporate departments be 
solicited for support and members of the advisory board, and that the advisory board be 
utilized to aide in the integration of the Program into the community. 

It was also the understanding of the site visit team that a brochure was being developed by 
OCC for public distribution which would include information relating to the objectives of the 
Program. It was suggested that the director of the Program interact with the local bar 
associations and the local legal assistant associations in developing such a brochure and in 
publicizing the Program within the community. 

As called for by G-201, it is the suggestion of the site visit team that the degree and 
certificate requirements of the Program be clearly defined. The site visit team found the 
requirements confusing in the brochure and in the literature and suggested that clarification 
as to requirements for successful entry into and for completion of each course of study be 
made. 
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Major revisions to the Program's curriculum were being considered at the time of the site 
visit, but had not been finalized or implemented. With respect to the curriculum, it is the 
suggestion of the site visit team that specific courses be developed through a needs 
assessment process. It was also suggested that students be given input into the development 

. of practice area courses. As required in guideline G-301, it was the suggestion that a specific 
ethics course be created or that ethics be more sp.ecifically addressed in the courses taught 

. in. the Program so that all legal assistant students will receive instruction in ethics. 

It was suggested by the team that minority faculty members and students be recruited into 
the Program. It was al~o suggested that local practicing legal assistants be utilized as guest 
speakers in various courses in OFder to -introduce an element of practical application. 

The material submitted as part of the Program's Self-Evaluation Report reflected that there 
was a student organization referred to as Legal Eagles. During the site visit, it was learned 

· that Legal Eagles had been disbanded and that many of the students in fact were not aware 
that it had ever existed. It is the suggestion of the site team that Legal Eagles be reinstated 
and that an effort be made to encourage those students in the Program to join the local 
legal assistant organizations and to form their own organization which would be available 
to alumni as well a,nd would give an opportunity to the·students to interact with those legal 
assistants who are professionally employed in the community. · 

To summarize, the site visit team makes the following recommendatiops: 

1. The Program Director when appointed should have a formal job description which 
complies with the guidelines and. should have adequate support from · the 
ad~nistration of the college. (G-202, G-401, G-402) 

2. The Program Director should actively use the resources of the college and should 
interact with the appropriate college departments concerning the evaluation of the 
Program, the curriculum of the Program and the placement of the students and 
graduates of the Program. (G-201, G-402) 

3. Needs assessment surveys, graduate surveys and employer surveys should be developed 
and routinely utilized to further develop; review and evaluate the Program and to track 
the experiences and progress of the students and graduates. (G-502) 

4. Student placement and graduate follow up procedures specific to the Program should 
be developed; utilized and routinely evaluated. (G-301, G-502) 

5. The need for specific courses should be evaluated with input from the students and 
from the local legal community and practice area courses should be developed to be 
included in the curriculum of the Program. (G-301, G-302) 
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6. Published brochures, which will be disseminated to the public by OCC, should include 
information concerning the objectives of the Program and language concerning the 
definition of a legal assistant. (G-201) 

7. Formalized instruction of ethics should be included in the Program instruction in such 
a way so as to insure that all students receive ethics instruction. (G-301) 

8. The advisory board should be broadened to include members of the community who 
are not currently associated with the college and whose inclusion will integrate the 
Program into the community and provide additional resources for the development of 
the Program's curriculum and the placement of the Program's students and graduates. 
(G-203) 

9. Faculty members and students should be recruited from the minority community 
through interaction with minority bar associations, local law firms and corporations. 
(G-204) 

10. OCC catalog information should be revised to clarify the criteria of the Program for 
receiving a certificate; the criteria of the Program for receiving an AA degree; and to 
clarify the course criteria to insure that the. curriculum requirements of the ABA 
guidelines -are met. The catalog should also include the legal restriction on the 
practice of law. (G-302, G-303) 

It is further suggested that the Program Director be encouraged to network with other 
program directors and be given the support by the administration of the college to become 
associated with the American Association of Paralegal Educators. 

The site team also suggests that attempts be made to reactivate the student association 
formerly known as Legal Eagles. 

17 
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October 14, 1994 
Orchard Ridge Campus 
27055 Orchard Lake Road. Farmington Hills. MI 48334-4579 

Ms. Ann M. Dodds 
Legal Assistant Administrator 
Carrington, Coleman, Sloman & Blumenthal 
200 crescent Court, suite 1500 
Dallas, TX 75201 

Dear Ann: 

(810) 471-7500 Fax:(SlO) 471-7544 

Oakland Community College's commitment to our Legal Assistant 
Program is, indeed, strong. This is especially clear in light of 
the activity and changes which have occurred in the program since 
June 5-6, 1994, the dates of the ABA Site Team visit. 

We began working immediatel~ to address the issues which the team 
posed at the exit interview, so by the time we received the draft 
of the Site Visit Report in late September, virtually all items 
were either fully addressed or well along in process. 

The draft of the Site Visit Report was sent to our Advisory Council 
for their input and was addressed at the October council meeting. 
The factual corrections were al~o reviewed by them at that time. 

The LGL Advisory council held their regular semiannual meeting on 
October 14, 1994. 

After a full report to the Council on the progr~ss we have made to 
correct the deficiencies noted in the .Site Visit Report, the 
Council unanimously endorsed a resolution that, basad on the status 
of our program as of octobei 14th, we request a return ABA site 
visit in March or April of 1995. They are firmly convinced that we 
are ready for it.· 

To support their vote of confidence, we submit the following report 
of progress. (Please consider this transmittal letter and their 
vote of confidence as part of our response.) 

~:~?' 9v. '-l/.{_J2<;_ 
• 1 L f~ r:r: 

s'a:r'ah w. Keidan, J. D. 
Coordinator, Legal Assistant Program 



OAKLAND COMMUNITY COLLEGE 
Farmington Hills, Michigan 

LEGAL ASSISTANT PROGRAM RESPONSE REPORT 

Submitted to American Bar Assoc iatio n Site Visit Team 
October 14 , 19 94 

1 . The position of Pro gram Directo r (called Coordinator in the 
posting) was pos ted in J uly and filled, effective August 1 , 
1994. A copy of the posting and job description is attached . 

a. The person selected is an attorney, a full - time faculty 
member who has taught in the LGL Pro gram and been Co - Direc t or 
in the 10 months prec eding the selection . 

These facts meet G-4 01 . 

b. The tasks assigned t o the Coordinato r in t he job 
description c l o sely parallel the responsibilities as outlined 
in G- 402 (A-J). 

The act i vities undertaken by the new Coordinato r have i nc luded 
regular meetings with ace Administrat i ve staff in the Orchard 
Ridge President and Dean's off i ces, and additional meetings 
with staff in Counseling, the ~llege Placement Office, the 
Registrar's Office a nd the Office of Planning and Analysis 
(OPA) t o determine the future course o f the LGL Pro gram. 
The Coordinator is also a member o f the collegewide curriculum 
Review committ.ee (see item ~s 2 through 10 below. ) 

With all of these a c itivities and responsibilities in place we 
believe we are meeting the criteria out lined in G-4 02 (A-J ) . 

c. The coordinator's p os ition is currently part time. 

Th e Coo rdinator is being paid SlS,0 00 on a contract that run s 
from August l, 1994 through June 30, 1995. 

By selecting a coordinator the c o llege complie s with G- 20 1. 

2 . a. The Off ice o f Planning and Analysis (OPA) went to work 
on a new needs assessment , employer survey and graduate survey 
in July. Interviews were conducted in August and September , 
the data has been c o llec ted, and as o f this date the drafts of 
the studies are finished and ready for editing. 

Further, the OPA began a new survey effort last week ( t he 
week of October 3rd) in c onjunction with the State Bar o f 



., _, . 

Mi chi gan thro ugh their Lansing o ffi ce on the status of, and 
projected job o pportunit ies f o r legal assis ting in Michigan. 

b. We are part of the collegewide curriculum review process 
which will subject the LGL Prog ram to a faculty - administrative 
e va luati on and r equire a showing o f our needs assessments. We 
are currently scheduled to be reviewed in 1 996 - 97, but we have 
asked that this be moved t o t he current academic year if 
possible , s ince we are in the ABA Approval Process and all our 
data is fres h . 

c. we have a Placement Plan now and have con tacted t h e c o llege 
Placement Offi ce t o coordinate it with them. This p lan will 
be announc ed t o our s tudents in a special mailing the wee k o f 
November 1st. 

The above put us i n compliance with G- 20 1 and G- 4 02 . 

As noted in the corrections li s t sent under separate cover and 
in item ~2 above, OCC's OPA has j ust completed a new 
employt::r survey and g r aduate survey f or the Program. The 
OPA has been providing dat a on student trends f o r t he seven 
years the prog ram has b een in existence . We b elieve this was 
not at all clear in the Self - Eval uat i on and t h at we failed t o 
mak e the p o int well in June. 

The student trends surveys are r out i ne. The ne e ds assessments 
and e mployer surveys will be c o nduc ted on a bi - annual basis 
henceforth. We will plan ou r future budgets t o cover t he 
costs o f th is s urve y instruments. 

I n addition t he OPA, utilizing its data c oll e c tion abilities , 
conducted a Perkins survey last year. This s u r vey i dentifies 
minority and special needs students enro lled in v ari ous 
college pro grams. On t h e basis o f the data from the LGL 
Pro gram, we were able t o app l y for , a n d received , a 545.0DO 
grant to enhance the LGL Prog1·am with computer s and - CD - ROM 
as sis ted research. we have ordered CD- ROM so tcware fr om 
West Publislnng Co r poration for Michigan Supreme court cases 
a"i'!d tlie Miclugan statutes 011 a four - u ser n etwork system. 
~ presently ate pric ing co- ROM towers , computer work 
stations , computer terminals, printers , etc . ( We have had 
WESTLAw(c) on campus for some time .) Ultimately we wil l be 
estta:blishi11g a dedica ted LGL computer research lab within t h e 
next few mo nths. 

i ems comply with G- 502 . 

4. As noted abov e , the LGL Program has a Placement Po licy i n 
place and is implementing it in coo rdination with the College 
Placement Offi ce, effective November 1st . ( G- 301, G- 502). 

5. We have l odged two pro posals wi th the College curricul u m 
Committee for practice area courses. The comm ittee meets 
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November 7 th. We expect that we will be ab le t o offer these 
courses beginning in May, 1995. The students and Adviso ry 
council have asked for and supported this effort for a year. 
the draft of the needs assessment just completed by the OPA 
supports this activity (G- 301, G- 302}. 

We also plan to o f fer continuing education-type short courses 
th rough o. c.c. 's Business Tech Program. This program operates 
at the Orchard Ridge Campus as another adjunct o f the Business 
Department. 

6 . A new g l ossy brochure and a video t o be used for recruitment 
purposes are in process . Mike Kinney is in charge o f text and 
script devel opment. The text is finished for the brochure; 
we are waiting for the OCC's graphics staff to finish shooting 
the photos we want. Much of the video is ready to be edited. 
(G- 20 1 ) . 

7. Ethics instruction currently is included in Business Law I a 
required supportive course. It is also a t opic addressed in 
LGL Program cou r ses as f o llows: Legal Research II , 
Litigation, Trial Preparation, Preparation of Evidence. 

We are instructing all adjunct faculty to include ethics as a 
highl ighted topic i n their courses beginning in January , 1995, 
and to include menti on o f this topic in their syllabi . 

8 . The LGL Advisory council , cha ired by the Chair o f the Business 
Department at Orchard Ridge, has bee n broadened co include si~ 
new members who represent more diversity in terms of age , 
race, and ethnicity. Of this gro up, two are .n.frican P..merican, 
one member is of Middle Eastern ancestry, and two are under 
the age of 30. Collectively these new members represent 
small, medium and large law firms in the Detroit area. None 
of them teaches in the LGL Program at this time. 

We also added t o the Council a counselor f rom the Or chard 
Ridge Counseling Department who acts as liaison between the 
counseling staff and our program. 

The Advisory Council's input regarding development of our 
program's curriculum is ancillary to the work o f the ace 
OPA but the council membership is crucial t o us in recom 
mending internship assignments, helping us place ou r graduates 
in law- related j obs, and in establishing a network into the 
minority community of Greater Detroit. (See I tern = 9. ) 

These activities and actions relate to G- 203. 

9 . This month the LGL Adv iso ry Counci l sugges t ed at least six 
persons from the minority community who would be interested in 
teaching in our program. A couple o f them are practicing 
attorneys, o ne is an arbitrator, and two are judges. They 
will be contacted to teach our p r actice area courses as soon 



as these courses are appro ved by the College curriculum 
Committee. (We anticipate committee action by the first of 
next year. see item ~5 above . ) 

10. All catalog information on the LGL Program has been revised 
and will appear in its clarified form in the 1995 - 96 ace 
catalog. There will be two separate explanatory pages on the 
LGL Program: one will be devoted to the degree program, the 
other to the certificate program. Clear l anguage 
regarding the restriction on the practice of law will appear 
on both pages. The pages will be cross - referenced as well. 
The college registrar has already approved these changes, and 
all college counselors have copies of this information now. 

(G- 302, G- 303). 

Miscellaneous 

1. The Program Coordina~or has spoken t o the administrative off i ce 
o f the American Association of Paralegal Educators and will join as 
soon as the application f o rms are forwarded fr om Kansas City. 

2 . Rather than reactivate the student assotiation known a s Legal 
Eagles, the campus administration and the LGL Program faculty 
agreed that a more practic al way to introduce our students to the 
field of legal assisting was t o enc o urage them to become student 
members of the Oakland County Bar Association (OCBA) . we reached 
this conclusion after much dis c ussi o n and thought as t o the nature 
o f our unique student populati o n. It is an older, already empl o yed 
body of persons who hav e to make the most of any networking 
opportunities which might come along . The best ones in Oakland 
county, Michigan, come thro ugh the county bar associatio n. 

Consequent ly , we are including an application for OCBA student 
membership along with the information on the LGL Placement Pro gram 
in the No vember 1st mailing to studen ts . 

3. We note that the Site Visit Team described the Orchard Ridge 
Campus Library legal co llec tio n "minimally adequate". We also no te 
t hat the team seemed s o mewhat perplexed by the fact that faculty 
and students prefer t o use the Oakland County Bar Library which is 
l o cated several miles away rather than o ur on - campus res ources. 

Our c ampus collection d o es meet ABA guidelines. (G- 60 1(3) ) . 

We emphasize that the r:::as o ns for using the Oakland County Bar 
Library are a combinatio n c·f factors: it is an "impossible to 
beat" resource , it gives o ur students an opportunity to bec ome 
familiar --- and comfo rtable ---with the Courthouse, and it is very 
much their choice of venue. 

* * * * * 
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Based on the above report of progress, the Oakland Community 
College administrative leadership, Legal Assistant Program 
personnel, and Advisory Council membership request that the 

.American Bar Association send a follow up site visit team in March 
or April, 1995, to review our LGL Program rather than waiting until 
later in the 1994-95 academic year. 

We will provide supportive data for any of the representations made 
in this response upon request. 

abarspns 
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OAKLAND 
COMI\1UNITY 

COLLEGE 

DISTRIBUTION: ALL CA.\IPUS DEPARTMENT CHAIRS PLEASE POST Ai"l/D CIRCULATE 

RELEASE TIME/SUPPLEMENTAL CONTRACT NOTIFICATION 

CA.1\1PUS/DEPT.: Orchard Ridge Campus POSTING DATE: July 13, 1994 

Business Administration/Legal Assistant Program 

PCRPOSE/DESCRIPTION: 

The Legal Assistant Program Coordinator will supervise the Legal Assistant Program. 

RESPONSIBILITIES: 

See attachment. 

COMPENSATION: 

S 15,000 for the 94-95 school year. 

SEMESTER/BEGINNING-ENDING DATES OF CONTRACT: 

August 1, 1994, to June 30, 1995. 

LAST DAY TO APPLY: 

July 22, 1994 

SEND \\'RITTEN LETTER OF INTEREST TO: Carol Brown, Dean 
(With copies to your department chair and/or supervisor and Dave Adams, Business 
Administration Department Chairperson. 
7/12/94 

@P·····,·~ ,. R ... .- .. \ • r.,:,.·· ....... ~···. -. 



Legal Assistant Program Coordinator 

Job Description 

-
The Coordinator has the following responsibilities: 

I. Represent the program within the academic and administrative structure of Oakland 
Community College. 

a. work with the department chair of the Business Administration Department 
to develop the financial and scheduling needs of the program 

b. meet with the Counseling Staff on a timely basis to provide them with 
appropriate information about the progra91. 

c meet with the Dean to keep them updatd >n the program. 
d. work with the Office of Institutional Research to maintain appropriate 

statistical data of the program including follow up graduate surveys, 
identifying professional trends, student profiles. 

II Curriculum development and evaluation of the program 
a. evaluate the curriculum of all course offerings 
b. work with faculty to develop appropriate new course offerings 
c. work with the continuing education department to offer non-credit courses 

as needed by the profession. 
d. work with LRC to maintain a current and useful collection for the program 
e. integrate technology into the program 

III Attract , Select and Retain qualjfied faculty 
a. coordinate the evaluation of all adjunct faculty in the program 
b. recruit new faculty for the program 
c. encourage the professional development of the faculty 

fV Determine with the Business Administration department chair the financial and 
scheduling needs of the program 

a. maintain accurate records of enrollment trends 
b. develop budget to reflect financial needs of the program 
c. develop an annual schedule on a timely basis 

V. Work closely with the appropriate classified personnel assigned to the program 
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VT. Identify and Respond to the Occupational and Educational Needs of the Community 
a. develop a comprehensive marketing plan for the program 

I. develop a brochure 
2. develop a program video 
3. develop an ad campaign 

b. work with the appropriate area high schools to develop a Tech Prep 
c. work with appropriate high schools and universities to develop a 2+2+2 

articulation agreement 
d. develop Directed Admission for the program · 

VII. Coordinate Legal Assistant Program Advisory Committee 
a. hold a minimum of two meetings a year 
b. widen the participation on the committee to include other constituent groups 

of the legal community 
c. act on the recommendations of the Council and provide them -with appropriate· 

information about the program 

VITI. Maintain liaison \l.ith the legal community 
a. develop a working relationship with the Bar Associations of the metropolitan 

, 
area 

b. attend appropriate national, state and local professional meetings 
c. maintain membership in appropriate professional organizations 

IX. Advise Program students 
a. plan and develop two program orientations per year 
b. supervise the internship program 
c. work with college placement office to coordinate placement of students 


