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DUQUESNE UNIVERSITY THOMAS R. KLINE SCHOOL OF LAW
PARALEGAL INSTITUTE

STUDENT ACADEMIC BULLETIN
2024 - 2025

Mission Statement

The Paralegal Institute’s mission is to prepare students for careers as professional
paralegals by providing a well-balanced, fully integrated education that includes
substantive knowledge, practical skills, and a perspective of themselves and the
community that enable them to perform effectively in a variety of legal settings.

Graduates Will:

e Understand the fundamentals of foundational legal theories and principles in
various areas of law;

e Develop critical thinking and analytical skills that they can adapt to various legal
environments;

e Beintroduced to the ethical standards and obligations imposed on legal
professionals, specifically on paralegals and legal assistants;

e Develop an understanding of the current legal resources and law-related
technology available to legal professionals;

e Be capable of professionally communicating with the strong written and verbal
skills necessary of legal professionals, specifically paralegals and legal
assistants;

e Be provided opportunities for individual career-planning sessions, networking
events, and/or other developmental opportunities.

The Paralegal Institute Will:

e Stay abreast of changes in the delivery of legal services in the community and
respond to the growing need for well-educated individuals trained to assist
lawyers in providing a variety of legal services;

e Provide students with an understanding and appreciation of how the legal
system works and the role of paralegals;



e Provide an education that emphasizes the importance of research, writing,
technology literacy, and professional responsibility, including pro bono service;

e Evaluate curriculum and services on a regular basis and incorporate changes
identified through that process;

e Engage instructors with outstanding practical experience and communication
skills, and foster their professional development;

e Promote an appreciation and respect for others.

Paralegal Institute Code of Civility

Adherence to standards of professional responsibility and civility are cornerstones of
an effective and enlightened education. We believe that education is a path to
empowerment and that every person deserves dignity, respect, and grace. Guided by
Spiritans’ moral and ethical imperatives, we are committed to service, diversity,
equity, and inclusion. Students and faculty must always be mindful of how their
conduct appears and affects those around them and each other. The following
standards are intended to guide students and faculty in how to conduct themselves in
a way that preserves the dignity and honor of the University, Thomas R. Kline School
of Law and the Paralegal Institute.

Student and faculty conduct is to be characterized by professional integrity and
personal courtesy to the fullest definition of these terms. As learning is the
foundational goal of the Paralegal Institute, uncivil or demeaning conduct undermines
and impedes a nurturing education environment. Students and faculty must commit
to the principles that are designed to encourage students and faculty to meet their
obligations toward each other and to the educational opportunities available to
students at the Paralegal Institute.

Faculty Duties to Students and the Paralegal Institute

1. Faculty will stay abreast of the best practices in online learning, and contact
Education Technology with any questions.

2. Instructors should show respect, courtesy and patience to students by treating
every student with civility.



3. Instructors should not use hostile or demeaning words in oral and/or written
communications with students.

4. Instructors should address inquiries and resolve students’ issues with their
respective courses in a timely and fair manner.

5. Instructors should cooperate with all other instructors to maintain the best
interest of students and the Paralegal Institute.

6. Retaliation in any way, shape, or form against a student for using the redress
process listed below will not be tolerated.

Students’ Duties to Faculty and the Paralegal Institute
1. Students have the responsibility to maintain academic integrity and other

standards of academic performance as established by University policies and
regulations. See Duquesne University’s Academic Integrity Policy.

2. Students are responsible for acting in a manner that promotes an atmosphere
of learning, free expression, and respect for the rights, dignity and worth of
every individual in the University community. Civility with his/her fellow
students, instructors, and administration is expected at all times of every
student. Name-calling, demeaning comments, disparaging personal remarks,
acrimonious speech or conduct, disruptive behavior and the like will not be
tolerated.

3. Students are to be respectful of instructors’ responsibilities as instructors and
considerate of instructors’ time particularly when due dates and deadlines are
set and/or require alteration at the instructor’s discretion.

4. The Institute presumes a baseline of academic training in terms of independent
study skills, writing mechanics, and research capabilities that are
commensurate with possessing a baccalaureate degree from an accredited
university or college.

5. The bar of professionalism in the student body is based in the principles of the
legal field and the fact that Institute instructors are representatives of the legal
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https://www.duq.edu/academics/university-catalogs/2023-2024-catalog/undergraduate/academic-policies/academic-integrity.php



https://www.duq.edu/documents/academics/academic-affairs/student-handbook.pdf



https://www.duq.edu/social-impact/mission-and-spiritan-values/index.php



http://duq.edu/admissions-and-aid/international
http://duq.edu/admissions-and-aid/international
mailto:intladmissions@duq.edu



https://www.duq.edu/admission-and-aid/billing-and-payments/index.php
https://www.duq.edu/admission-and-aid/billing-and-payments/index.php



https://www.duq.edu/admission-and-aid/financial-aid-and-scholarships/contact-us.php
https://www.duq.edu/admission-and-aid/financial-aid-and-scholarships/contact-us.php
https://www.duq.edu/academics/colleges-and-schools/law/academics/registrar/registration/refunds.php%2523:%7E:text=A%2520student%2520who%2520withdraws%2520from%2520the%2520Duquesne%2520Kline,tuition.%2520Fees%2520and%2520acceptance%2520deposits%2520are%2520not%2520refundable.



mailto:careerdevelopment@duq.edu
https://duq.joinhandshake.com/login

Internships

Students are encouraged to pursue an internship to enhance their paralegal studies.
Students must complete required core courses to be eligible. Opportunities are
available with law firms, government agencies, health care agencies, social service
agencies and corporations. Students must successfully complete sixteen (16) hours
per week for eleven (11) weeks, and create a project portfolio, to earn elective units
toward a certificate. Internships are available during each term. For more
information, please contact the program director at 412-396-6313.

ACADEMIC POLICIES

The Paralegal Institute reserves the right, at any time, to change its academic policies,
requirements, schedules, class locations, or course offerings, and to terminate the
enrollment of any student whose academic performance is not in accord with the
program policies.

Academic Standards

All students must maintain a cumulative quality point average of 2.5 in course work in
order to be eligible for graduation. If a student’s cumulative quality index falls below
2.5 at the end of the first or second term, he or she will be placed on academic
probation. A student on probation is expected to achieve at least a 2.5 average the
following term, or be subject to possible dismissal.

The grading system at the Paralegal Institute is as follows:

A (4.00) 94 - 100 B (3.00) 83 -86 C (2.00) 70-74
A-(3.75)90-93 B- (2.75) 80 —82 D (1.00) 60 - 69
B+(3.25) 87 -89 C+(2.25)75-79 F (0.00)

Courses graded “1” (Incomplete) or “W” (Withdrawal) do not earn CEUs, and if
required for program completion, must be repeated and passed.
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https://www.duq.edu/documents/academics/colleges-and-schools/law/registrar/policies-and-procedures-2024-2025-final.pdf



mailto:disabilityservices@duq.edu
http://www.duq.edu/about/accessability/disability-services.php

1. Aninstructor may reduce students’ grades based upon class absences, no
matter the reason for the absence, so long as the reduction is based upon
policies announced at the start of a course and applied in a consistent manner
to all students in the class during the term.

2. Aninstructor may grade students on the quality of their performance on
assigned tasks, such as presentations, exercises, and being “on call” for class
discussion, so long as all students in the class are assigned the same or
comparable tasks during the term.

3. Aninstructor may reduce students’ grades based upon their lack of preparation
for classroom discussion, so long as all students are required in the same
manner to be prepared to contribute to classroom discussion and a record is
maintained of all the students’ contributions during the semester.

In courses in which grades are not based on anonymous examinations, the instructor
shall make available to each student all the information above that was used to
calculate a final grade.

Notification of Final Grades

Students can view all final grades in Self Service Banner using a Multipass account
number. Students are responsible for changing and maintaining their Multipass,
current local address, telephone, and other contact information in DORI. Accordingly,
students should review their contact information each term for accuracy. If you need
to make changes to your permanent address, please contact Mary Olson at 412-396-
6313. The Paralegal Institute will not provide students with information about grades,
quality point averages and related matters over the telephone.

Review of Graded Examinations/Assignments

Any student wishing to review a graded examination must contact the course
instructor and arrange a time and place to review the student’s examination.
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Grade Correction Procedure

A student who wishes to challenge a final grade must discuss the grade with the
course instructor no later than thirty (30) days after the grade was posted. The
instructor must inform the student of his/her decision regarding the grade challenge
no later than twenty (20) days after the discussion with the student.

An instructor who believes a grade correction is warranted must submit a grade
correction request to the Program Director.

A student may appeal an instructor’s refusal to change a grade by petitioning the
Program Director and Associate Dean of Strategic Programs no later than sixty (60)
days after notice to the student of the instructor’s decision. An affirmance of the
instructor’s decision will be final. Contact the Program Director so that a meeting can
be scheduled.

Leave of Absence/Stop Out from School

If a student is unable to complete a term’s work, or is unable to return the next
regular term, the student may take a leave of absence/stop out, until such time as the
student is able to return to the Paralegal Institute. If the leave of absence/stop out is
for longer than one (1) year, the student must request readmission to the Institute
and resume the program under the requirements in effect at the time of readmission.
Students who stop out for longer than one year may be required to retake certain
courses in subjects in which substantial changes normally occur, such as advances in
online research tools or any other substantial changes to a practice area.

Students are encouraged to return to the Institute and discuss their individual
situations and options available with the Program Director.

TUITION FUNDING
Funding can take many forms. The Paralegal Institute suggests several options to

students for funding the program. The Institute does not provide funding but
encourages students and prospective students to explore all options. Non-credit
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mailto:scheer@duq.edu



mailto:faoffice@duq.edu
http://www.duq.edu/financialaid



mailto:olsonm@duq.edu
https://www.duq.edu/life-at-duquesne/spiritan-campus-ministry/contact-us
mailto:studentaccounts@duq.edu
mailto:edtech@duq.edu
mailto:help@duq.edu
mailto:bksduquesne@bncollege.com
https://duquesne.bncollege.com/







