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Mission Statements

Paralegal Institute Mission Statement
To prepare students for careers as professional paralegals by providing a well-balanced 
education that includes the delivery of substantive knowledge and practical skills that will enable 
graduates to perform effectively in a variety of legal settings.

Thomas R. Kline School of Law Mission Statement
Thomas R. Kline School of Law of Duquesne University is a Catholic law school that educates 
lawyers to excel in the ethical practice of law, to preserve the highest ideals of our profession, 
and to promote equal justice and democratic discourse through leadership, service, and civic 
engagement. We do so inspired by our Catholic Spiritan tradition and law school motto, "Salus 
populi suprema lex"-"The welfare of the people is the highest law."

Duquesne University Mission Statement
Duquesne University of the Holy Spirit is a Catholic university founded by members of the 
Congregation of the Holy Spirit, the Spiritans, and sustained through a partnership of laity and 
religious. Duquesne serves God by serving students –through commitment to excellence in 
liberal and professional education, through profound concern for moral and spiritual values, 
through the maintenance of an ecumenical atmosphere open to diversity, and through service to 
the Church, the community, the nation, and the world.

Equality of Opportunity
The Paralegal Institute is motivated by its Catholic identity and values equality of 
opportunity, human dignity, racial, cultural, and ethnic diversity. Accordingly, the Paralegal 
Institute prohibits and does not engage in discrimination or harassment on the basis of a 
person's race, color, gender, sex, sexual orientation, age, religion, national origin, marital 
status, genetic history, Veteran status, or disability.

More about the Mission of Duquesne University is online at: Mission and Spiritan Values

Program Requirements
The Paralegal Institute oFers a fully online certificate program in paralegal studies. 
Courses cover a variety of legal topics, with the goal of preparing students to work in the 
legal field.
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Program Learning Objectives
• Teach students the fundamentals of foundational legal theories and principles in various 

areas of the law.
• Require students to develop critical thinking and analytical skills necessary to adapt in a 

variety of legal environments and to generate, support and complete intended client 
outcomes

• Introduce students to the ethical standards and obligations imposed on all legal 
professionals, with specific emphasis on the standards and obligations imposed on 
paralegals and legal assistants.

• Familiarize students with information about the most current legal resources and law- 
related technology available to legal professionals.

• Prepare students to professionally communicate with strong written and verbal skills 
necessary to effectively convey to or obtain information from a host of audiences 
including attorneys, clients, and courts.

• Enhance professional development opportunities for students during the program through 
networking events, workshops, and individual career-planning sessions.

Requirements for Receiving the Certificate
1. Students must successfully complete ten (10) courses to earn their Paralegal Certificate, 

consisting of 5 required core courses and 5 elective courses. The five required core 
courses are: 1) Introduction to Legal System/Paralegalism, 2) Professional Responsibility, 
3) Legal Research Methods, 4) Legal Writing & Case Analysis, and 5) Technology in the 
Law Office. Students must complete at least nine credits through synchronous 
instruction.

2. Students must maintain a cumulative grade point average of at least a 2.5, as 
outlined in more detail below.

3. Upon successful completion of all required coursework, complete a program 
evaluation survey and employment questionnaire. Graduation materials will not be 
processed or released until these have been completed.

4. No student may be graduated from the Institute, have the program completion 
confirmed to any entity, receive an oFicial transcript, or be able to participate in any 
student or graduation programs or awards until all financial obligations to the 
University have been satisfied.

Essentials in Online Learning
Students are required to complete the University training titled “Essentials in Online 
Learning” before beginning their coursework. This informative orientation experience is 
designed to help prepare students to be eFective online learners. Students are 
automatically enrolled in this self-guided course. The course can be found through the 
Duquesne Portal under “Canvas,” then by choosing the “Essentials in Online Learning” 
course.
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Academic Policies

Grade Point Average Requirement
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 after the 
completion of a minimum of two courses, the student will be placed on academic 
probation. A student on probation is expected to achieve at least an overall 2.5 average 
after the next term of enrollment. The student’s failure to achieve the required GPA will 
result in the student being dismissed from the Program.

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 “I” (Incomplete) or “W” (Withdrawal) do not earn CEUs, and if required for 
program completion, must be repeated and passed.

“Incomplete” Grade Policy
Students receiving an incomplete (“I”) grade have six weeks (part-time program) or three 
weeks (full-time program) from the original due date to complete course requirements. If 
the requirements are not met, the “I” grade will be changed to an “F.”

Grading Classroom Performance
A student’s classroom performance may be incorporated into a course grade only in the 
following quantifiable ways, fairly applied to all students in a course:

1. An instructor 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. An instructor 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. An instructor 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 
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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 the Program Director at 412-396­
6313. The Paralegal Institute will not provide students with information about grades, 
quality point averages, and related matters over the telephone.

Grade Correction Procedure
After grades in a course have been submitted, no grade may be changed except to correct 
an arithmetic or clerical error.

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. Students should contact the Program Director so that a meeting can be 
scheduled.

Student Course Evaluations
Teaching and learning are at the heart of Duquesne University. To assure quality and 
provide regular feedback to instructors, one method of teaching evaluation is by student 
evaluations. The Student Course Survey is the instructor evaluation instrument used by 
the Institute. Each term, the survey is made available to students in an effort to identify 
areas where instructors can improve in their teaching and student interaction. The 
Paralegal Institute takes the Student Course Surveys very seriously and asks that all 
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