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Introduction

Welcome from the Director

On behalf of our Dean, Program Coordinator, Instructors and Program Staff, I would like to welcome you
to the UC Riverside Extension Paralegal Studies Program. Our dedicated and highly qualified personnel
are here to advise and assist you as you pursue your Paralegal certificate. You have chosen to study at an
institution that believes in delivering quality academic programs. We are especially committed to providing
you with a high level of support along with the resources necessary to maximize your success.

You will be challenged to grow professionally while you are enrolled in the Paralegal Studies program.
The rigorous content standards for the American Bar Association (ABA) are embedded throughout the
program’s coursework. You will be exposed to current legal theory, exemplary professional skills, and a
variety of paralegal responsibilities as a legal professional that you can utilize in your own career. Our
goal is for the knowledge you gain in this program to provide a quality, rigorous and challenging legal
education and to maintain the highest academic, ethical, and professional standards of the legal profession.

The programs offered by UC Riverside Extension are designed specifically for the working professional.
We acknowledge and understand that as full-time, working adults, you have full schedules and many
demands on your personal and professional time. Coursework in the Paralegal Studies program is offered
completely online and synchronous. You should expect to spend an average of 10 hours per course per
week on the course requirements which will include completing course readings, responding to discussion
forums, and completing your assignments.

We look forward to getting to know you and working with you. Please give us a call or send us an email to
let us know how you are doing or if we can be of any assistance.

Best wishes,

,‘ {:_vv A g

Abril Chavando

Director of Professional and Education Programs
Academic Affairs Department

University of California, Riverside Extension
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Professional Licensure and Certification:

University of California programs for professions that require licensure or certification are intended to
prepare the student for California licensure and certification requirements. Admission into programs for
professions that require licensure, and certification does not guarantee that students will obtain a license or
certificate. Licensure and certification requirements are set by agencies that are not controlled by or
affiliated with the University of California and licensure and certification requirements can change at any
time.

The University of California has not determined whether its programs meet other states’ educational or
professional requirements for licensure and certification. Students planning to pursue licensure or
certification in other states are responsible for determining whether, if they complete a University of
California program, they will meet their state’s requirements for licensure or certification. This disclosure
is made pursuant to 34 CFR §668.43(a)(5)(v)(C).

Purpose and Use of the Paralegal Studies Handbook:

This handbook is designed to assist you in making a smooth transition into the program. It serves as an
orientation to the program and contains important information that will be a resource and guide as you
progress through the program. Included are relevant department policies and procedures that you are
expected to abide as a candidate in the program.

It is your responsibility to read the handbook and familiarize yourself with its content. Whenever you have
questions about program policies, procedures, and/or requirements, please contact the Program Coordinator
at prodev(@ucr.edu .

You will find the most up-to-date Paralegal Studies Handbook on our website at
https://extension.ucr.edu/certificates/9698673 While policies are accurate at the time of publication,
normal department policy-making procedures may require that changes be made and implemented at any
time. Please note that federal and state legislation, as well as requirements of American Bar Association

(ABA) https://www.americanbar.org/, govern many aspects of our programs, and, as such, may result in
changes that are beyond our control. We will notify candidates about such changes in writing via email in

as timely a manner as possible. Please note that while our program design and curriculum is based upon
these standards, our faculty have collaborated to create a program that exceeds these standards—one that is
designed so that you develop leadership characteristics that will make you exceptionally well-prepared upon
completion of the program.

Paralegal Studies Office:

The Paralegal Studies office is located within the Academic Affairs Department at UCR Riverside
Extension. For the fastest response, the Paralegal Studies office can be reached by email at
prodev@ucx.ucr.edu.

Professional Ethics and Expectations:

The Paralegal Studies program has a deep commitment to your development of a professional code of
ethics. Coordinators and instructors have high expectations for themselves as they model professional
ethical behavior and as they demonstrate professional communication and conduct as leaders in the
Paralegal Studies program. Professional communication and conduct include the demonstration of obeying
the ethical rules by which lawyers are bound to, as well as respect, tolerance, maturity, responsibility,


mailto:prodev@ucr.edu
https://extension.ucr.edu/certificates/9698673
https://www.americanbar.org/
mailto:prodev@ucx.ucr.edu
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reliability, resourcefulness, cooperation, collaboration, and commitment. Demonstration of a strong work
ethic is another important facet of a set of professional principles that will enable you to become a role

model for your peers, colleagues, and lawyers.

Moreover, the American Bar Association (ABA) includes requirements for the preparation of paralegals in
the area of professional development and ethics. ABA requirements include instruction that will result in
your development as paralegal and the broadening of your knowledge about professional ethics and conduct
that will be important as you develop relationships with lawyers, legal assistants, secretaries, law firms, and
other law related organization. For additional information regarding ABA required Paralegal ethics, please
visit https://www.americanbar.org

Paralegals can do practically anything an Attorney can do- EXCEPT the following:
e Provide legal advice.
Cannot select, explain, draft, or recommend use of any legal document to any person.
Represent a client in court.
Sign court documents.
Set legal fees or be retained by a client.

Admissions and Advisement

Admission requirements:
In order to enroll in the program, you must meet one of the following prerequisites:

a) Hold a BA or BS degree from a regionally accredited college/university.

b) Hold an AA or AS degree (some vocational subjects are excluded) from a regionally accredited
college/university.

¢) Have completed 40 semester (59 quarter) units of general education at a regionally accredited
college/university with at least 18 semester (27 quarter) units in three disciplines such as social
sciences, natural sciences, mathematics, humanities, foreign language, and at least one course in
college-level English composition.

See Registration section below.

Once submitted, your application will be reviewed once all required documentation has been received by
UCR Extension. Please allow at least 10 business days for your application to be reviewed and a decision
to be made. Notification of acceptance or denial will be sent via email to the email address on file. If at any
time you have a question or would like to review the status of your application, you may do so on your
Student Portal here https://portal.ucx.ucr.edu/portal/logon.do?method=load.

Conditional Acceptance:

Per the American Bar Association (ABA), the Paralegal Studies program requires that candidates have
competed a minimum of 40 semester (59 quarter) units of general education with at least 18 semesters in
three disciplines such as social sciences, natural sciences, mathematics, humanities, foreign language, and
at least one course in college-level English. If you believe your professional experience is comparable and
would like to petition for conditional acceptance, please submit the following documentation, in addition
to the program application, for review:


https://www.americanbar.org/products/inv/book/379110812/
https://portal.ucx.ucr.edu/portal/logon.do?method=load
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1) A current resume
2) Two letters of recommendation from a lawyer, judge, law firm, and other law related organization
that may speak to your aptitude for the paralegal profession.

3) An official transcript of any college coursework completed.

Once submitted, your application will be reviewed once all required documentation has been received.
Please allow at least two weeks for your application to be reviewed and a decision to be made. Conditional
acceptances often require additional university coursework that may be outside of UCR’s course offerings.
A detailed letter outlining requirements of a conditional acceptance or denial will be sent via email to the
email address on file. If at any time you have a question or would like to review the status of your
application, you may do SO on your Student Portal here: https:/
portal.ucx.ucr.edu/portal/logon.do?method=load.

Registration:
Registration at UC Riverside Extension consists of three separate steps that must be completed to
be officially registered in the program:

1. Apply to the Paralegal Studies Program here.

2. Submit required documents such as official eTranscripts/ or other documentation required to
prodev(@ucx.ucr.edu.
Transcripts need to be sent directly from your previous school to UCR Extension.

3. Once accepted, enroll in required coursework online here www.extension.ucr.edu or by calling
Student Experience at (951) 827-4105.

Advisement:

The Paralegal Studies Program is located within the Academic Affairs Department at UCR Riverside
Extension and provides support for all candidates. It is recommended that candidates meet with the Program
Coordinator once per quarter to ensure successful completion of the program. The Program Coordinator can
be reached by email at prodev@ucx.ucr.edu. Academic advising appointments are available are available by

phone or Zoom and can be schedule with a Program Coordinator here: https://outlook.office365.com/

owa/calenDar/UCRUniversityExtensionSuccess(@ucxucr.onmicrosoft.com/bookings/s/
LLMEkKV2RsUKJhCMylfetlg?2.

For general questions, assistance enrolling in courses, purchasing transcripts, etc. please contact our Student
Enrollment Advisors at success@ucx.ucr.edu, 951-827-0157 or make a virtual appointment here https://
outlook.office365.com/owa/calenDar/UCRUniversityExtensionStuDentSuccess@ucxucr.onmicros oft.com/

bookings/.

Paralegal Studies Coursework Requirements:

Requirements for credentials change frequently; please review your progress with the Program Coordinator well
in advance of your anticipated completion date to ensure that you have met current ABA and UCR requirements.
Upon successful completion (passing all courses with at least the minimum allowable grade of a “C”) of all
your legal specialty requirements and the general education requirements, you will be eligible to earn a
certificate in the Paralegal Studies program. Required coursework includes, but is not limited to, the following
(31 quarter units total):

Required core courses (24 units required)


https://portal.ucx.ucr.edu/portal/logon.do?method=load
https://portal.ucx.ucr.edu/portal/applications/applicationProfile.do?method=loadApplicationIndex&applicationProfileId=81835&_gl=1%2A1vfk02i%2A_ga%2ANzgwMzQ4MDA1LjE3MjQzNjYyODI.%2A_ga_S8BZQKWST2%2AMTcyODQwNzkxMC4xOS4xLjE3Mjg0MDgwMjAuMC4wLjA.%2A_gcl_au%2AMjE0NjgwNDcyOC4xNzI2NTI5NDgy%2A_ga_Z1RGSBHBF7%2AMTcyODQwNzkxMC4yMC4xLjE3Mjg0MDgwMjAuMC4wLjA
mailto:prodev@ucx.ucr.edu
http://www.extension.ucr.edu/
mailto:prodev@ucx.ucr.edu
https://outlook.office365.com/owa/calenDar/UCRUniversityExtensionSuccess%40ucxucr.onmicrosoft.com/bookings/s/LLMEkV2RsUKJhCMyIfetlg2
https://outlook.office365.com/owa/calenDar/UCRUniversityExtensionSuccess%40ucxucr.onmicrosoft.com/bookings/s/LLMEkV2RsUKJhCMyIfetlg2
mailto:success@ucx.ucr.edu
https://outlook.office365.com/owa/calenDar/UCRUniversityExtensionStuDentSuccess%40ucxucr.onmicrosoft.com/bookings/
https://outlook.office365.com/owa/calenDar/UCRUniversityExtensionStuDentSuccess%40ucxucr.onmicrosoft.com/bookings/
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1) LAW X430 Fundamentals of Law for the Legal Professional (4 Units)
2) LAW X431 Legal Research and Writing [ (4 Units)
3) LAW X432 Legal Research and Writing Il (4 Units)
4) LAW X435 Civil Litigation and Procedure (4 Units)
5) LAW X433.6 Ethics for The Legal Professional (2 Units)
6) LAW X439 Tort Law (3 Units)
7) LAW X437.1 Contract Law (3 Units)
Elective courses (7 units required) *
a) LAW X445 Criminal Law for Paralegals (4 units)
b) LAW X436 Family Law (3 units)
c¢) LAW X499 Paralegal Internship (3 units)
d) LAW X438 Probate Practices and Procedures (3 units)
e) LAW X444 Immigration and Naturalization Law and Procedure (2 units)

*FElective courses vary each quarter

Recommended Planned Course of Study:

Students may begin the program immediately after being accepted. Application submission and enrollment
is permitted during any of the four quarters; Summer, Fall, Winter, or Spring. The first course to enroll in
is the LAW X430 Fundamentals of Law for the Legal Professional, this course is a prerequisite to all other
courses. One additional course may be taken concurrently with the LAW X430 Fundamentals of Law for
the Legal Professional course. The program was structured to be completed in 5 quarters (15 months) of
continuous enrollment and students are required to complete the program within 5 years. To ensure timely
completion, we recommend completing the courses as follows (see grid below for alternative schedule
samples):

1* quarter:

1) LAW X430 Fundamentals of Law for the Legal Professional (4 Units)

2) LAW X431 Legal Research and Writing [ (4 Units)
2™ quarter:

3) LAW X432 Legal Research and Writing 11 (4 Units)

4) LAW X435 Civil Litigation and Procedure (4 Units)
3" quarter:

5) LAW X433.6 Ethics for The Legal Professional (2 Units)

6) LAW X439 Tort Law (3 Units)
4™ quarter:

7) LAW X437.1 Contract Law (3 Units)

8) Elective

5% quarter:
9) Elective
10) Elective (if needed)

Sample schedules on grid below. Electives vary quarter to quarter, please check grid on Paralegal website
for most up-to-date course offerings.


https://extension.ucr.edu/course/721106
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/721118
https://extension.ucr.edu/course/721117
https://extension.ucr.edu/course/721127
https://extension.ucr.edu/course/714835
https://extension.ucr.edu/course/721133
https://extension.ucr.edu/course/721123
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721126
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/721118
https://extension.ucr.edu/course/721117
https://extension.ucr.edu/course/721127
https://extension.ucr.edu/course/714835
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Quarter you Winter Summer
start the
program:
WINTER LAW X430 Fund of Law_|LAW X431 LRWI LAW X432 LRWII LAW X433.6 Ethics
starting
LAW X435 Civil Lit LAW X439 Tort LAW X437.1 Contract |ELECTIVE or
Law

ELECTIVE- Internship

WINTER cont. |ELECTIVE (if needed)

SPRING LAW X430 Fund of Law |LAW X432 LRWII LAW X433.6 Ethics
starting
LAW X431 LRWI LAW X435 Civil Lit LAW X439 Tort
SPRING cont. |LAW X437.1 Contract |ELECTIVE- Internship
Law
and/or
ELECTIVE
ELECTIVE (if needed)
SUMMER LAW X430 Fund of Law |LLAW X431 LRWI
starting
LAW X437.1 Contract [LAW X439 Tort
Law
SUMMIER cont. |LAW X432 LRWII LAW X433.6 Ethics ELECTIVE
LAW X435 Civil Lit ELECTIVE ELECTIVE (if needed)
FALL starting LAW X430 Fund of
Law
LAW X439 Tort
FALL cont. LAW X435 Civil Lit LAW X431 LRWI LAW X432 LRWII ELECTIVE- Internship
LAW X437.1 Contract  |LAW X433.6 Ethics ELECTIVE and/or
ELECTIVE (if needed)
Elective LAW X445 Criminal Law|LAW X499 Paralegal  |LAW X445 Criminal Law|LAW X499 Paralegal
offerings (1-2  |for Paraleqgals Internship- last course |for Paralegals Internship- last course
per quarter, completed completed
LAW X444 Immigration LAW X444 Immigration
options may and Naturalization Law |LAW X436 Family Law |and Naturalization Law|LAW X438 Probate
include) and Procedure and Procedure Practices and
LAW X438 Probate Procedures

Practices and
Procedures



https://extension.ucr.edu/course/721106
https://extension.ucr.edu/course/721118
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721127
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/714835
https://extension.ucr.edu/course/721117
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721106
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/721118
https://extension.ucr.edu/course/721117
https://extension.ucr.edu/course/721127
https://extension.ucr.edu/course/714835
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721106
https://extension.ucr.edu/course/714835
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721127
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/721118
https://extension.ucr.edu/course/721117
https://extension.ucr.edu/course/721106
https://extension.ucr.edu/course/721106
https://extension.ucr.edu/course/721127
https://extension.ucr.edu/course/721118
https://extension.ucr.edu/course/714835
https://extension.ucr.edu/course/721110
https://extension.ucr.edu/course/721117
https://extension.ucr.edu/course/721112
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721133
https://extension.ucr.edu/course/721133
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721123
https://extension.ucr.edu/course/721126
https://extension.ucr.edu/course/721126
https://extension.ucr.edu/course/721126
https://extension.ucr.edu/course/721133
https://extension.ucr.edu/course/721133
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/714818
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721154
https://extension.ucr.edu/course/721126
https://extension.ucr.edu/course/721126
https://extension.ucr.edu/course/721126
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At the successful completion of coursework, please submit the online Completion Verification application
here and pay a $75 administrative fee. Please allow 10 business days for review of your academic record

and program requirements. Once approved, processing takes approximately 4-6 weeks (a digital copy
will be sent prior to the mailed certificate). If you select to have a letter sent to your employer that
indicates your program completion, please allow 3-4 weeks for processing and mailing. If you have any
questions or concerns, please contact UCR Extension Student Experience at (951) 827-4105.

Program Structure

Nature of Coursework and Objectives of the Paralegal Studies Program:

The Paralegal Studies program is designed for individuals interested in pursuing a career as a Paralegal.
First established in 1983, the program meets requirements of the California Business and Professions Code
6450 et seq., is approved by the American Bar Association (ABA) and the University of California, Davis
School of Law. UCR is regionally accredited by the Western Association of Schools and Colleges (WASC)
and is a member of the American Association for Paralegal Education (AAfPE). All candidates who apply
for this program must possess the appropriate prerequisite education requirements, including an AA, BA,
or a minimum of 40 semester (59 quarter units) of general education at a regionally accredited
college/university with at least 18 semester (27 quarter) units in three disciplines such as social sciences,
natural sciences, mathematics, humanities, foreign language, and at least one course in college-level English
composition course.

The Paralegal Studies program is currently offered online through UC Riverside Extension. The program
is provided to candidates via an interactive, synchronous, online teaching environment. Students may access
course content twenty-four hours a day, seven days a week, seven days prior to the beginning of each online
course. Courses may be accessed using Canvas as the learning management system on elLearn here
https://elearnhome.ucr.edu/.

The Paralegal Studies program has been carefully designed to meet the following goals and objectives (1)
to provide a quality, rigorous and challenging legal education to qualified individuals (2) to enhance the
legal knowledge and skills through a formalized course of study for those who want to enter the legal field,
make a career change, or who are already working in the business or legal environment (3) to maintain the
highest academic, ethical and professional standards of the legal profession (4) to ensure successful
paralegals possess not only a common core of legal knowledge, but also have acquired vital critical thinking,
organizational, research, writing, oral communication, interpersonal skills.

As mentioned above, the Paralegal requires successful completion of each course with a grade of “C” or
better. After having passing grades posted, please submit the online Completion Verification application
here
https://portal.ucx.ucr.edu/portal/applications/applicationProfile.do?method=load ApplicationIndex&applic

ationProfileld=37683383 and pay a $75 administrative fee. Please allow 10 business days for review of
your transcript and program requirements Once approved, processing takes approximately 4-6 weeks (a

digital copy will be sent prior to the mailed certificate). If you select to have a letter sent to your employer
that indicates your program completion, please allow 3-4 weeks for processing and mailing. If you have
any questions or concerns, please contact UCR Extension Student Experience at (951) 827-4105.
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Paralegal Internship: LAW X499

As part of our elective course offerings, we offer LAW X499 Paralegal Internship to gain a working
knowledge of the paralegal's role through an internship position in a law firm, corporate in-house counsel's
office, law-related public agency, or other legal setting of your choice. UCR Extension will assist you with
placement within the surrounding area (Riverside and San Bernardino counties). If you would like an

internship outside of the surrounding area, please be aware that UCR may not be able to assist with
placement; however, we will assist you to our greatest extent.

All seven core Paralegal courses (24 quarter units) must be completed prior to enrolling in the internship
course. The internship requires a minimum of 100 hours, is offered at the beginning of each quarter, is 10
weeks long in length, has three live class sessions, and require weekly check-ins/hour submissions with
the Internship Coordinator. Additionally, to finish by the end of the published course date, a minimum of
10 hours per week must be completed. To begin, you will need to enroll in the internship course at
least 1 quarter (10 weeks) in advance of the published course start date to allow ample time for all
mandatory background checks and internship placement assistance. We will not be able to
accommodate less than a 10-week request, or other last-minute requests to begin an internship. Please see
our website for Paralegal Internship enrollment deadlines:
https://extension.ucr.edu/certificates/paralegalstudies. Shortly after enrollment, the Internship Coordinator

will contact you for placement assistance. If you have questions regarding the internship, please email
prodev(@ucx.ucr.edu for assistance.

During the internship, you will work directly under the supervision of an attorney or paralegal in an agency
or law firm, as arranged and approved by the Internship Coordinator. You will set, identify, and accomplish
individualized learning goals related to legal practice. This experience will allow you to assess and
understand the structure of the law office or agency and will allow you to apply skills and knowledge
learned in the classroom to the professional world.

Due to the varying nature of the internship, this course is allowed to be repeated once for a total of 6 quarter
units.

Save all coursework:

Please save all submitted coursework. Once a course ends, you will not be able to retrieve submitted
coursework and UCR does not save any student work. Save all work, syllabi, and notes. Backup all
coursework; computers crash frequently, utilize:

External hard drives
Cloud storage
Thumb drive, etc.

Time Commitment:

The life of a working adult completing university courses—a life that makes many demands on an
individual’s time and energy at the same time as it offers many rewards. UCR’s program is a part-time
program that includes coursework that is very time intensive. Be prepared to spend substantial time on
assignments that include reading, research, writing briefs, completing group projects, and engaging in
technology-based learning. You may experience real challenges in organizing your time and in meeting
your financial and personal commitments while completing the program. We suggest that you inform your
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family and friends that you will need their support in meeting your obligations during the program. You
may not be able to take time off for vacations or other commitments, except, of course, for illness or

emergency. Whenever you have concerns about your ability to manage personal and professional
commitments, you should be proactive in contacting the Academic Affairs Dept. and the Program
Coordinator.

Filming Confidentiality Guidelines:
Candidates may not:

e Store/upload your video to a system that has not been designated as a secure system at your
institution.

e Display the video publicly (i.e., personal websites, YouTube, Facebook) without expressed
permission for this purpose from all those featured in the video and their parents/guardians.

e Use the video recording for any purpose that is not within the parameters of the release forms you
received for students or adults who appear in your video.

Program Policies and Procedures

Attendance Policy:
Attendance at all program-related courses, seminars, and events is required. This includes professional
development workshops sponsored by the Paralegal Studies program.

Academic Honesty Policy:

All written work must be the product of the student submitting the work. While students may be permitted
by the instructor to work together on assignments, all submitted work must be done by the student without
collaboration or sharing with other students or non-students. Credit must be given for any material used
which is not created by the student, including images. Ifa student is determined to have violated this policy,
he/she will receive a zero for the assignment and be reported to the Program Director. A second finding of
plagiarism or cheating will result in the student being withdrawn from the course by the instructor and
reported to the Registrar.

Academic misconduct includes, but is not limited to, cheating, fabrication, and plagiarism (e.g., using
another’s work or ideas without giving credit — intentionally or unintentionally). Submitting your own work
more than once (e.g., for this class and another class, without both instructors’ knowledge and permission)
is also a form of academic dishonesty. If you are at all unsure of what constitutes plagiarism or other forms
of academic dishonesty, consult the UCR website for more information: https://conduct.ucr.edu. Please
familiarize yourself with UCR’s policies and procedures regarding academic integrity, published in full

online here:

UCR Policy on Plagiarism and Academic Integrity--

http://senate.ucr.edu/bylaws/?action=read bylaws&code=app&section=06%20)

Academic Integrity at UCR - http://conduct.ucr.edu/policies/academicintegrity.html
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Grading Policy:
In accordance with academic standards for Paralegal Studies students at UCR, only courses in which grades
of "A, B, or C" are received are counted toward satisfying program requirements. To continue in good

standing, candidates must maintain a minimum grade of “C” or better in each course. If a grade of “D” or
lower is earned in any of the required coursework, candidates are required to take the course again at their
own expense and UCR Extension will place the candidate on Academic Probation.

Once placed on Academic Probation, the candidate is highly recommended to make an appointment to meet
or speak with the Director or Coordinator immediately to discuss a planned course of study. If a second
grade below a C is earned, the student will be removed from the program.

Incompletes:

Incomplete ("I") grades are only given in rare or extenuating circumstances. Avoid "Incompletes" if
possible. Instructors will grant an Incomplete if a student was unable to take the final examination or
equivalent at the required time due to illness or other unavoidable problems that can be verified, providing
the student’s work in the course up to that point was of passing quality.

In order to remove the "I", students must complete the work required by a date within the next academic
quarter as indicated on the “Petition for Grade Incomplete.” This form must be signed by both the student
and the instructor. This form is available from the instructor and Student Experience. The petition is filed
with the instructor and is due at the time the instructor turns in the class grade sheet, and it is entirely the
student's responsibility to gain the instructor's approval of the agreement before that time.

Once the required work has been completed successfully the instructor will then report the grade to Student
Experience. If the course is not completed by the date indicated on the “Petition for Grade Incomplete” the
"I" will automatically revert to an "F" failing grade.

A student cannot enroll in an additional course until the Incomplete course has been completed with a
passing grade.

Grade Appeal:

All grades except “I”” (incomplete) are final when filed by UCR Extension instructors. If a student believes
that non-academic criteria have been used in determining his/her grade, he/she shall attempt to resolve the
grievance with the instructor in the course through written appeal. The written appeal must be filed with
instructor and Student Experience register@ucx.ucr.edu within 30 days of the final grades posting. If the

appeal is not resolved to the student's satisfaction, the student may request the issue to be reviewed, and a
determination made by the department Director. If the issue is not resolved to the student's satisfaction at
the department level, the student may request a final determination from the Dean within 30 days of the
determination made by the department Director.

Refund & Add/Drop Policy:

Full refunds are automatically processed for courses which have been cancelled or discontinued. All other
refund requests must be submitted in writing to Student Experience at register@ucx.ucr.edu. Unless
otherwise noted in the course description, refunds will be granted based on the following criteria:
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Refund Policy - All refunds are subject to a $30 drop fee. A refund will be granted only if the
request is received, in writing, at least 2 days prior to the start of the course. No refunds will be granted if

a request is made less than 2 days prior to the start date of the course. Please submit your written requests
to register@ucx.ucr.edu.

***NQO refunds will be granted on or after the start date of the course. ***

Drop/Withdrawal from a course after the start date: All withdrawal requests must be submitted
in writing to Student Experience: register@ucx.ucr.edu. It is the student's responsibility to request
withdrawal from a course. If you do not request withdrawal, you will receive a grade based on the work
completed. This may result in a poor or failing grade. Please note that withdrawal requests must be
submitted during the first 75% of a course.

e  Withdrawal requests submitted within the first 25% of the course will not appear on your transcript.

e Withdrawal requests submitted after the first 25% but within the first 75% will receive a grade of
W.

o After the first 75% of the class, you will receive the grade earned.

e Only one withdrawal per course is permitted.

Leave of Absence:

A candidate who does not complete at least two courses per year after acceptance into the program must
apply for a Leave of Absence in order to remain in “active student” status. A form, Request for Leave of
Absence (available from the Academic Affairs Dept.), must be completed and submitted to the Paralegal
Studies coordinator at prodev@ucx.ucr.edu. The Coordinator, or Director will notify the candidate in

writing of the decision. The Paralegal Studies program must be completed within 5 years.

Inactive and Withdrawn Status:

The Paralegal Studies program must be completed within 5 years. A candidate who does not complete at
least two _courses per vear after acceptance into the program, and who does not request and receive
approval for a Leave of Absence, will be considered inactive and will be withdrawn from the program.

Students who have been withdrawn from a program, are not permitted to re-apply for the same program in
the future. However, they can apply for other available programs.

Academic Probation:

Once placed on Academic Probation, the candidate is required to make an appointment to meet or speak
with the Director or Coordinator immediately to discuss a planned course of study. While on probation, if
a candidate earns an additional grade of a “D” or below, the candidate will be dismissed from the program.
Notification of Academic Probation will be issued via email.

Dismissal:
In certain instances, it may be recommended that a candidate be placed on probation or dismissed from the
program. Cause for probation or dismissal includes:

(a) Failure to maintain adequate grades ex: “C” or better in each course.
(b) Confirmed cheating or plagiarism in a course.
(¢) Conduct deemed inappropriate in an academic setting,.
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The Program Coordinator and Director must consider relevant documentation described above before
making a decision. The candidate recommended for probation or dismissal has the right to appear before

the Program Coordinator and Director to hear the evidence and testify. If consensus is reached to place the
candidate on probation or to dismiss, the Director or the Program Coordinator will communicate such action
to the candidate in writing, delineating the specific reason(s) for probation or dismissal. Dismissed students
cannot rejoin the program, dismissals are final.

Transfer Course Request:

Legal Specialty coursework completed outside of UC Riverside may be considered for transfer. Coursework
must be a comparable course offered by an ABA-approved program and completed within the last 5 years
at a regionally accredited university. A maximum of one, four quarter unit course will be accepted for
transfer. For evaluation, request the Transfer of Course Request Form and submit the course syllabus
(course descriptions are not accepted) to prodev@ucx.ucr.edu.

Copying Student Records Policy:

Staff collects many official documents from each candidate for admission purposes as well as academic
purposes throughout the program. Once submitted, these documents become the property of UCR and will
be used as required to meet credential requirements and program standards and to monitor student progress.

When ordering transcripts from colleges/universities, you are encouraged to order several extra copies
for your future needs. Official transcripts will come sealed in an envelope and transcripts are usually
signed across the back by the university registrar. It is essential that candidates do not open transcripts.
They must reach the Academic Affairs Dept. intact, in order for them to be considered official.
Candidates should file their copies, unopened, in a safe place, for future use. UCR also accepts official
electronic transcripts (eTranscripts) if sent directly from the university to prodev@ucx.ucr.edu.

Occasionally you may discover that you need a copy of a document and are unable to locate your own copy.
In such cases, it is possible to order a photocopy of the necessary document. The order will take three
working days to process. Copy services will be provided for the following documents (NOTE: copies of
these documents will only be provided once):

e Official Transcripts
e Official Foreign Transcripts Evaluations
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Resources

American Bar Association www.ambar.org

We recommend joining the ABA as a student. The membership is free and there is an upgraded
membership at the special student rate of $25.00.

California Alliance of Paralegal Associations www.caparalegal.org

Inland Counties Association of Paralegals (ICAP) www.icaponline.org

We recommend becoming ICAP member.

LexisNexis www.lexisnexis.com

Get access to online legal research services and materials from LexisNexis.

NALA The Paralegal Association www.nala.org

UCR Extension ABA-approved certificate curriculum meets the educational criteria that is required prior
to applying for NALA certification. NALA provides current information about the paralegal profession,
continuing education (publications, courses, and webinars), networking opportunities, professional
certification programs, occupational survey reports, and other publications to help paralegals excel in the

workplace.

Office of the Ombuds http://ombudsperson.ucr.edu/

The Office of the Ombuds is available to assist students, faculty, staff, and visitors with problems they may
encounter while on the UCR campus. The University Ombuds responds to individual grievances or group
petitions by hearing complaints; clarifying issues; making appropriate on- and off-campus referrals; and
providing a confidential, impartial, and informal setting for conflict negotiation. The Office is located in

388 & 390 Skye Hall and can be reached at 951-827-3213 or ombuds@ucr.edu.

Paralegal Today magazine www.paralegaltoday.com
Paralegal Today magazine provides paralegals with the latest news, salary data etc.

Riverside County Law Library www.rclawlibrary.org

3989 Lemon St. Riverside, CA 92501. (951) 368-0368
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Checklist for Student Experience and Enrollments:

O

STUDENT EXPERIENCE: (951) 827-4105; register@ucx.ucr.edu; https://extension.ucr.edu/

Enrolling in courses, Veterans’ educational benefits, Net ID help, paying fees.

Veterans’ Benefits:
https://extension.ucr.edu/helpcenterstudentresources/financialinformationandresources/vete
ransbenefits

NetID help: netidhelp@ucx.ucr.edu

UC RIVERSIDE EXTENSION eLEARN (CANVAS): https://elearnhome.ucr.edu/
netidhelp@ucx.ucr.edu

This is the website where your online course will take place. New students are issued a
UCR NetID and temporary password after enrolling in their first online or hybrid course.
Once you make your temporary password permanent, please allow 2 hours to pass before
signing into Canvas. If you did not receive your NetID and temporary password, or if you
need further information, email, or call Student Experience at the information listed above.

FINANCIAL AND TUITION ASSISTANCE AND TAX CREDITS
https://extension.ucr.edu/helpcenterstudentresources/financialandtuitionassistance
https://extension.ucr.edu/helpcenterstudentresources/financialinformationandresources/ta
xcredits Be sure to visit this website for questions concerning the types of aid available
such as loans or scholarships, eligibility, disbursement of awards, and deadlines.

CLASS SCHEDULES: www.extension.ucr.edu

The website provides links to enrollment, classes, fees, and program requirements. It is
important that candidates keep abreast of course offerings and enroll themselves in required
coursework. The Academic Affairs Dept. does not enroll candidates.

STUDENT SPECIAL SERVICES: (951) 827-3861
https://sdrc.ucr.edu/; https://veterans.ucr.edu/community

Services provided are for students with disabilities, Veterans’ educational benefits, voter
registration, and Selective Service information.

TRANSPORTATION AND PARKING SERVICES: parking.ucr.edu
Visit the website for parking information, permits, Highlander Shuttle schedule, alternative
transportation programs, citations, and other parking-related services.

STUDENT PORTAL: https://portal.ucx.ucr.edu/portal/logon.do?method=load
Candidates may enroll in courses, view currently enrolled in course(s), completed courses, track
their progress in a certificate, view grades and buy transcripts in their Student Portal.

TRANSCRIPTS:
https://extension.ucr.edu/helpcenterstudentresources/academicpoliciesandinfo/transcripts
Transcripts must be purchased online. Official eTranscripts or hard copies are available, two
processing time options are available:

e Standard processing: $13 per copy- printed within 4-6 business days.

e Rushed processing: $20 per copy- printed within one business day.
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