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	CTC MISSION STATEMENT
At Central Texas College, we identify and serve our unique, global community needs and provide quality teaching through an accessible learning environment. Institutional Purpose Central Texas College is a two-year, open admissions institution which provides educational opportunities to students locally, nationally, and internationally. 
The purpose of CTC is to provide:
· Technical programs up to two years in length leading to associate degrees and/or certificates.

· Vocational programs leading directly to employment in semi-skilled and skilled operations.

· Freshman and sophomore level courses in arts and sciences.

· Continuing adult education programs for occupational or cultural upgrading.

· Compensatory education programs designed to fulfill the commitment of an admissions policy allowing the enrollment of disadvantaged students.

· A continuing program of counseling and guidance designed to assist students in achieving their individual educational goals.

· Workforce development programs designed to meet civilian and military community needs.

· Adult literacy and other basic skills programs for adults.

· Library services.

· A wide variety of public service needs.



	Program Purpose and Relationship to Mission:

The Paralegal / Legal Assistant curriculum is designed primarily for persons who seek full or part-time employment as paralegals. The curriculum also serves students who are exploring their interest in law-related careers including as lawyers.

This program relates to Strategic Plan Goal 1: To provide instruction.  Central Texas College shall provide quality instructional programs and educational support services that will prepare students to fully participate in educational, occupational, economic and social opportunities.  These include certificate and/or degree programs in general education and occupational technology; university transfer; developmental education; adult and continuing education; skills training and workforce development programs; special enrichment education; and adult literacy and basic skills education.



	Program Goals (What the student is able to do upon completion of the program)

	Program Learning Outcomes (Measurable skills/knowledge the student will acquire by completing the program)
	Assessment Methods and Criteria (The methods used to assess and the criteria for determining success)
	Assessment Results (Use of actual data to demonstrate performance)
	 USE OF RESULTS (Improvements made to program)

	Graduates must have a thorough understanding of what a paralegal does, what kind of career they may look forward to, and what the employment picture looks like.

	Students will be able to satisfactorily describe job functions of a paralegal and the factors that affect paralegal employment and compensation.

	Graded exam in LGLA 1307 on this subject area.

Graduate surveys.


	85% of students received a passing grade of C or above.

70% of graduates surveyed from that year group are employed in the legal field.


	Continue to host a panel of working paralegals to come and talk to PLLA students about the legal workplace was put into action.

Use email to keep in contact with graduates.



	Graduates must have a thorough understanding of what actions constitute the unauthorized practice of law.

	Students will analyze factual scenarios and recognize situations that may be considered the unauthorized practice of law.

	Students in LGLA 1307 are given 4 weeks on instruction and tested  on this subject area.

	85% of students received a passing grade of C or above in this subject area.

	Teachers in all LGLA courses are instructed to stress how UPL applies to their course areas.  Practical problems are stressed.


	Graduates must have a good understanding of the rules of professional responsibility and how they apply to nonlawyers working under the supervision of attorneys.

	Students will analyze factual scenarios and recognize situations that involve practical application of the rules of professional responsibility.

	Graded in LGLA 1307 exam on this subject area.

Employer surveys


	85% of students received a passing grade of C or above.  100% of employers surveyed stated that their CTC employees understood the rules of ethics.

	Teachers in all LGLA courses are instructed to stress how the rules of professional responsibility apply to their course areas.  An “ethics week: was implemented.


	Graduates must possess basic office skills such as typing skills, filing procedures, time keeping, billing procedures, tickler systems, case management, and interviewing clients.

	Students will demonstrate typing proficiency of 45 words per minute. 

Students will demonstrate a working knowledge of these areas and procedures.


	Passing grade in Keyboarding or a typing test.

Graded exam in LGLA 1307 on this subject area


	100% of graduates received a passing grade in Keyboarding or a typing test.

85% of graduates received a passing grade of C or above.


	A course in law office procedures and management has been developed and is being taught this semester.


	Graduates must demonstrate a good understanding of substantive legal terms and concepts and procedures in areas of law typically found in general practice law firms, to include family law, criminal law, contracts, civil litigation, wills and probate, real estate, and legal research.

	Students will demonstrate a good understanding of substantive legal terms and concepts and procedures in areas of law typically found in general practice law firms, to include family law, criminal law, contracts, civil litigation, wills and probate, real estate, and legal research.

	Graded exams in all LGLA courses.

Employer surveys.


	100% of PLLA graduates received a passing grade of C or above in all LGLA substantive courses.

100% of employers surveyed stated their CTC employees had a good understanding of substantive legal terms and concepts.


	Updated textbooks to keep pace with developments in the law.


	Graduates must be able to draft standard documents typically used by general practice law firms, to include those found in the areas mentioned above.

	Students will draft standard documents typically used by general practice law firms, to include those found in the areas mentioned above.

	Graded documents. 

Employer surveys


	100% of students in LGLA 2433 (Advanced Document Preparation) passed with a C or better average on all required legal documents.

	More drafting assignments have been assigned in substantive LGLA courses.


	Graduates must be capable of good analytical reasoning.

	Students will reason analytically to apply known legal rules to factual situations.

	Case analysis and presentation in several classes, such as LGLA 2331 and 2433.

	90% of students received a C or better on their assignments.

	More case studies and writing assignments are given in all LGLA courses.


	Graduates must be able to communicate effectively, both through written and spoken word.

	Students will demonstrate their communication skills both in writing and in speech.

	In addition to Gen Ed requirements for writing and speech, assignments will be on graded in writing abilities and speeches will be required and graded.

	All students are given speaking and writing assignments throughout the PLLA Program.

	More writing assignments have been added to all LGLA courses.


	Graduates must be familiar with the latest software and hardware used in law office technology and must demonstrate a high level of word processing knowledge and ability.

	Students will demonstrate satisfactory abilities with the latest software and hardware used in law office technology

	Graded exam in LGLA 1317 on this subject area.

	90% of students in LGLA 1317 (Law Office Technology) passes with a C or better average.

	New areas of technology were added each semester.
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