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The school was founded in Long Beach, 
California, in 1961 as the Stenotype School of 
Long Beach. The school then moved in 1974 to 
Garden Grove, California, and the corporate 
name was changed to Whitley College. In 1980, 
Orange County College of Court Reporting was 
merged into Whitley College, and the name 
changed to South Coast College of Court 
Reporting. In 1996, the school was granted 
degree-granting status and expanded its 
offerings beyond court/deposition reporting 
and related fields to include medical assisting, 
medical transcription, legal administrative 
assistant/legal secretary, and paralegal careers. 
In August 1999, the name was changed to 
South Coast College to reflect the addition of  

other programs. 

The mission of South Coast College is to  

provide quality education and training in a 
caring, student-oriented environment to highly 
motivated individuals who wish to improve 
their lives. 

South Coast College believes that, in this  

highly competitive business world, post-
secondary education that trains people both in 
the skills and the language of specific careers 
is a valuable asset. The school was founded on 
the philosophy that concentrated training in a 
chosen career can offer an alternative or 
complement to other types of post-secondary 
education. 

 

South Coast College has a steadfast philosophy  

of dedicating its faculty, administration, 

programs, and facilities to superior training in 

an atmosphere that is friendly, efficient, 

personal, professional, and student-oriented. 

South Coast College is quite proud that the  

successful application of its philosophy has 

earned the school a widespread reputation for 

excellence; that its graduates can expect to 

develop skills that will help them not only in 

obtaining a job but in developing critical 

learning abilities and life skills. 
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The training at South Coast College is intended  
for the following audiences: 

• students upon completion of high school, 
• individuals who have no prior post-secondary 

education who are looking for a career 
change, 

• individuals who possess degrees, who are 
looking to apply their knowledge, and 
expertise to a legal- or medical-related field, 

• professionals who wish to update their skills 
and knowledge. 

Our objectives are to provide our students with 
cognitive, performance-based, quality educa-
tion, and to assist them with career placement. 
The means of attaining these objectives are as 
follows: 

• provide students with an exposure to 
academically-oriented subjects that will 
enhance the quality of their lives, expand 
their cognitive reasoning skills, and make 
them aware of the ethical way to handle 
themselves; 

• train students for a given field of study; 
• prepare students for a successful career by 

helping them to develop proper work habits, a 
professional attitude, and an increased level 
of self-esteem; 

• assist students to obtain an entry-level 
position in their chosen fields of study. 

These objectives are accomplished by offering 
courses of study and teaching methods that are 
appropriate to an entry-level position in the 
individual's field of study. All functions of the 
school revolve around this mission. 

To accomplish the mission, the school monitors 
the needs of the business and professional 
community and modifies the institution's cur-
riculum, personnel, facilities, and equipment 
as necessary. 

South Coast College regularly upgrades our  

programs so that we may continue to do the 
following: 

• merit the confidence of the community we 
serve (students, working reporters, attorneys, 
courts/deposition agencies, transcription 
agencies, colleges/universities, broadcast, 
and health-care facilities);  

• keep our educational programs dynamic and 
current with the changing times to enable our 
graduates to be confident of meeting the 
challenges of the fast-changing social, 
economic, and technological climate.  
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Specifically, South Coast College strives to do  
as follows: 

• continuously measure the effectiveness of our 
institution through feedback from our gradu-
ates and the community we serve;  

• provide a curriculum that stresses skills and 
the attainment of critical thinking and sound 
reasoning;  

• provide quality English and career-language 
training;  

• train students in the mechanics of court 
reporting and related-fields (rapid-data entry, 
steno-interpreting, medical transcription, 
captioning); paralegal, legal administrative 
assistant / legal secretary, and medical 
assisting and related health-care careers to 
be able to secure entry-level positions in 
these areas; 

• encourage assessment by students, gradu-
ates, advisory board members, employers, 
and faculty to ensure continual improvement 
of the institution and its educational 
programs;  

• maintain the professional development of 
staff and faculty by encouraging membership 
in professional organizations and participa-
tion in pertinent educational workshops, 
conferences, seminars, and in-service 
training;  

• provide students with personal and profes-
sional guidance to assist them in satisfying 
their future goals and to foster the develop-
ment of lifetime educational growth;  

• uphold admissions standards that aim 
toward enrolling qualified students who are 
capable of pursuing a post-secondary career;  

• train students in the ethical and professional 
obligations and considerations of their 
chosen career.  

The measurable student learning outcomes 
that demonstrate the achievement of goals 
include the following: 

Rapid-data Entry - Rapid-data entry specialists 
in the degree program (Realtime: Rapid-data 
Entry) are able to develop their steno skill-level 
to 140 wpm and their English and other 
academic skills in order to find employment 
using their skill level in jobs such as rapid-
data input of police or insurance reports, 
background screening, and information 
verification. 

Medical Transcription - Medical Realtime 
Transcriptionists in the degree program 
(Medical Realtime Transcription) are able to 
use their English, medical, and critical 

thinking skills to enable them to make 
decisions about sound-alike medical terminol-
ogy, poorly pronounced anatomical, pharma-
cological, and other medical-related words. 
They are able to use their knowledge in these 
areas creating medical reports for doctors' 
offices and hospitals. The course includes 
extensive medical transcription tape practice 
and an externship. 

 

Steno-interpreting - Steno-interpreters in the 
degree program (Realtime: steno-interpreting) 
are able to develop their steno skill level to 180 
wpm and their English, academic, and critical-
thinking skills to enable them to report in 
areas of their chosen concentration, providing 
steno-interpreting for the hearing-impaired for 
meetings, doctor/patient interviews, classroom 
note taking, and so on. 

The steno-interpreter is prepared to work 
reporting for the hearing-impaired in elemen-
tary or high schools, colleges, universities, 
medical facilities, or businesses where their 
services are needed. The course includes an 
externship in a specialty area. Steno-inter-
preting is also known as CART (Communica-
tion Access Realtime Translation). 

Court Reporters - Court reporters who 
graduate from the certificate program (Court 
Reporting) meet the minimum standard set 
forth by the Court Reporters Board of 
California (including a shorthand skill of 200 
wpm) to take the Certified Shorthand Reporters 
Examination to work in the State of California 
as a court or deposition reporter. The Certified 
Shorthand Reporters Examination qualifies 
reporters for entry-level reporter positions. The 
program requires an apprenticeship of the 
minimum hours mandated by the Certified 
Reporters Board. 

Court Reporters who graduate from the degree 
program (Court Reporting) meet the additional 
standards set forth by the National Court 
Reporters Association (including a shorthand 
skill of 225 wpm). They will have attained the 



 
4 South Coast College Catalog 

 Orange, California 

proficiencies required to take and pass a 
Registered Professional Reporters examination 
allowing them to work in states that require 
only that designation for employment. 

Court Reporters who graduate from the degree 
program (Realtime: Court Reporting) take 
additional realtime course requirements to 
enable them to be prepared for the National 
Court Reporters Realtime Certification and to 
obtain entry-level positions as realtime 
reporters. 

 

Captioners - Captioners in the degree program 
(Realtime: Captioning) are able to develop both 
their skill level and online captioning skills 
required for broadcast captioning. Their 
training will enable them to develop the 
background, expertise, and critical thinking 
skills necessary to enable them to make correct 
decisions instantaneously as to the proper 
usage and spelling of words in a variety of 
formats, such as: local/national news, 
weather, sports, religion, and so on and to 
obtain entry-level positions in broadcast 
captioning. 

Legal Administrative Assistants / Legal Secre-

taries - Legal Administrative Assistants / Legal 
Secretaries who complete the certificate pro-
gram (Legal Administrative / Legal Secretary) 
are able to work in entry-level legal adminis-
trative and legal secretarial positions in law 
offices and other legal-related offices. They will 
have computer skills, communication and 
office skills, legal document preparation and 
assembly skills, including machine transcrip-
tion skills and a keyboarding skill of 50 wpm. 

Paralegals - Paralegals who complete the 
degree program (Paralegal Studies) are able to 
work in entry-level paralegal positions in 
attorneys' offices and other legal-related 
offices. Students shall be competent to draft 
basic, routine pleadings (and other legal doc-
uments), interview clients, conduct independ-
ent research of nonlegal matters, conduct legal 

research of simple legal questions, and draft 
legal memoranda. Students shall be able to 
write accurately and precisely, with good 
grammar, and shall gain an understanding of 
computer applications related to the legal envi-
ronment. The general education requirements 
are designed to increase the student's breadth 
of knowledge and understanding and to en-
courage the appreciation of life-long learning, 
while, at the same time, increasing the 
student's competence in the field of legal 
assisting. 

 

Medical Assistants - Medical Assistants who 
complete the certificate program (Medical 
Assistant) will be able to perform the basic 
functions of a medical assistant including both 
front office (billing) and back office skills. 
Clinical skills that the student will learn 
include but are not limited to giving injections; 
administering medications; obtaining vital 
signs, such as blood pressure; and recording 
patient history. The students will also learn to 
draw blood, collect and process lab specimens, 
and perform glucose and hemoglobin testing. 
Additionally, the student will develop skills 
such as assisting in surgery, instrument 
sterilization, tray preparation, and removal of 
sutures. 

Administrative skills that the student will learn 
include appointment scheduling, billing and 
insurance procedures, and telephone 
techniques. After award of the certificate, the 
student will have developed sufficient skills 
and be eligible for placement in entry-level 
positions in hospitals, medical clinics, or 
doctors' offices as medical assistants or 
medical assistant billing specialists. 
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At , the faculty and staff South Coast College

take a personal interest in you as a student. 
The administrative offices are open for 
counseling on either school or personal 
problems. Faculty members are available upon 
request before and after school to offer 
guidance and assistance with classroom work 
and assignments. 

The classes are designed to encourage the 
development of self-reliance while laboratory 
instruction emphasizes a hands-on approach. 
Study groups and camaraderie are encouraged 
through class projects and practice groups. 
Individual differences in learning are 
recognized and personal assistance is always 
available to those who need it. The college 
promotes collegiality by seeking student, 
faculty, and staff input for governance and 
decision-making. 

The school promotes a synergistic approach to 
learning by exposing students to integrated 
learning situations through mock trials and 
integrated lab experiences. 

The South Coast College staff maintains  

continuous active participation in national, 
state, and local professional organizations 
such as the National Court Reporters 
Association, the Association of Reporter 
Training, the Deposition Reporters Association, 
the Orange County General Shorthand 
Reporters Association, the Chamber of 
Commerce, the State Bar of California, the 
Orange County Paralegal Association, the 
National Federation of Paralegal Associations, 
Inc., the American Medical Technologists, and 
encourages the active participation of each and 
every member in an advisory board, which 
consists of outstanding professionals in the 
fields of court reporting, the law, business, 
computer technology, and medical.  

 

 

 
Fall Quarter August 22, 2011/October 3, 2011 (mid quarter) 

Winter Quarter November 14, 2011/January 3, 2012 (mid quarter) 

Spring Quarter February 21, 2012/April 2, 2012 (mid quarter) 

Summer Quarter May 21, 2012/July 2, 2012 (mid quarter) 
 

 

 
Fall Quarter August 2 & 4, 2011 

Winter Quarter November 1 & 3, 2011 

Spring Quarter January 31 & February 2, 2012 

Summer Quarter May 1 & 3, 2012 
 

 

New Year's Day 

Martin Luther King's Birthday 

Lincoln's Birthday/Washington's Birthday or President's Day 

 (Floating Holiday) 

Memorial Day 

Independence Day 

Labor Day 

Columbus Day 

Thanksgiving Day (Thursday and Friday) 

Christmas Holidays 

See the Catalog Supplement (Addendums and Appendices) inside 

accompanying the catalog for the school calendar for precise holiday 
dates. 
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Your choice of a profession should be carefully 
made. The choice of a college should be made 
with even more care. The reputation and 
standard of quality of the college you attend 
will be of extreme importance to you, both 
before and after graduation, and you should 
certainly visit the campus, ask questions, and 
get the feel of the school atmosphere 
beforehand. We invite the comparison of our 
College with any other that you may visit. Our 
over 50 years of experience in creating 
professionals for the medical and legal fields 
will serve you well. 

The specific requirements and procedures for 
admission to South Coast College are the  

following: 

1. An applicant to the Court Reporting, 
Paralegal Studies, Medical Transcription, 
Medical Assistant, or Legal Administrative 
Assistant programs must be a high school 
graduate, possess a General Education 
Development (GED) certificate, or possess a 
Home Study certificate or transcript from a 
Home Study program that is equivalent to 
high school level and is recognized by the 
student's home state. 

Evidence of high school graduation 

Applicants must sign documentation 
attesting to having graduated from a high 
school or having achieved a high school 
equivalency through a recognized high 
school equivalency test and produce 
evidence of high school graduation or high 
school equivalency if requested. See 
Appendix A for details on what constitutes 
evidence of high school equivalency. 

2. All applicants must complete the required 
admissions documents and submit the 
necessary fee(s) stated on the Tuition and 
Fee Schedule (Addendum A). 

3. All applicants must meet with an admis-
sions representative for an informational 
interview. Parents and spouses are encour-
aged to be present. 

4. All applicants are required to tour the 
campus at the time of their informational 
interview or at any time prior to enrolling in 
classes. 

5. All applicants must attain a score of 50 out 
of 100 points on an admissions standard-
ized inventory test and score 70 out of 100 
points on an admissions standardized gen-
eral knowledge test, or a combined score of 
60 on a computerized entrance test. 

6. All applicants must complete an enrollment 
interview and execute enrollment docu-
ments, including the application form, en-
rollment agreement, and sign other 
required disclosure documentation. Docu-
mentation must be signed by a parent or 
guardian if the applicant is under 18 years 
of age. 

7. All courses are taught in English. Students 
must be able to speak, read, and write 
fluently in English. English abilities will be 
determined through  South Coast College's

admissions test (noted in number 5), an 
interview, and completion of necessary 
documents. South Coast College does not  

currently instruct English as a second 
language. South Coast College does not  

instruct in a foreign language. 

8. South Coast College accepts credits from  

other recognized or accredited colleges or 
parallel courses when a grade of C or better 
has been achieved. Challenge examinations 
are available for certain courses. A $100 
test fee is charged for each challenge 
examination. See Challenging Courses. 
Applications for credit for previous educa-
tion, training, or work experience (experi-
ential learning) must be completed prior to 
the first day of the course for which the 
transfer credit is requested. Allowance of 
credit may be based upon evaluation of 
official transcripts or examination. 

9. All applicants must complete financial 
arrangements prior to starting class. If 
applicable, financial aid applications must 
be completed.  

10. All applicants must pay a required registra-
tion fee.  

11. Medical Assistant students must have any 
required health examinations, pathology 
tests, and immunizations completed prior 
to beginning clinical courses, fieldwork 
training, or externship experience.  
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12. The State, the employers, and various other 
agencies may require criminal background 
checks before a student can be placed in an 
externship or take professional licensing 
certification or registration exams. See 
Appendix A.  

For detailed admissions and procedures re-
quirements for foreign students, see Appen-
dix A. 

South Coast College admits students of any  

race, religion, color, and ethnic origin to all the 
rights, privileges, programs, and activities 
generally accorded or made available to 
students at South Coast College. 

It does not discriminate on the basis of age, 
sex, sexual orientation, race, religion, color, or 
national or ethnic origin in hiring or in 
administration of its educational policies, 
admissions policies, loan programs, or other 
school-administered programs. 

• Please refer to the Addendum A - Tuition and 
Fee Schedule for specific charges and for an 
estimate of total school costs. 

• Books and supply costs may vary with the 
class schedule. 

• The tuition structure is based on these class 
schedules: 

Day Program - four or five days per week 
depending upon the credits attempted.   

Evening Program - three or four evenings 
per week, depending upon the credits 
attempted. 

Tuition for court reporting and realtime courses 
is standardized over the year, so no tuition 
reduction is made for excused absences or for 
any other reason other than a leave of absence 
in excess of one month that is approved in 
advance by the Registrar or the Program 
Director for those who qualify for the leave. 

 

Our nonstandard term academic year is 
approximately 9 months in length. The 
standard measure is in quarter hours. A full-
time student must be enrolled for a minimum 
of 12 quarter hours of credit, a three-quarter 
time student for a minimum of 9 quarter hours 
of credit, and a half-time student for a 
minimum of 6 quarter hours of credit. One 
academic credit hour is equal to 12 hours of 
instruction for lecture classes, 24 hours of 
laboratory, and 36 hours of externship. For 
Financial Aid Award purposes on certificate 
programs, one credit hour is equal to 20 hours 
of instruction. 
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• Department of Consumer Affairs 

Court Reporters Board of California 
2535 Capitol Oaks Drive, Suite 230, Sacramento, CA 95833 
(916) 263-3660 / Fax (916) 263-3664 

• The National Court Reporters Association 

• Bureau for Private Postsecondary Education (BPPE) 
P.O. Box 98018 
West Sacramento, CA 95798-0818 
1 (888) 370-7589 

• is approved by the Bureau for Private Postsecondary  

Education (State of California). 

• Veterans Administration Approved for the training of veterans pursuant to 
Title 38, United States Code. This institution will conduct an evaluation of 
previous education and training for all veterans and eligible persons, grant 
appropriate credit, shorten the training period proportionately, and notify 
the VA and student accordingly.  

• Social Security Administration 

• California State Department of Rehabilitation 

Note: An approval does not imply an endorsement or recommendation by 
the indicated agency. 

 

 

 
Accredited by the Accrediting Council for Independent Colleges and Schools 
(ACICS) to award the Academic Associate's degree, Occupational Associate's 
degree, and Certificates. 

750 First Street, NE, Suite 980, Washington, D.C. 20002-4223  
(202) 336-6780 

Documentation of approvals and accreditation is available for review with the 
Director of the Institution. 
 

 

Association of Reporter Training Schools (ARTS) 

National Federation of Paralegal Associations, Inc. (NFPA) 

American Medical Technologists (AMT) 
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South Coast College offers the following Associate of Applied Science degrees, Associate of Arts degree,  
and certificate programs: 

A.A.S. Realtime:  Captioning 

A.A.S. Realtime:  Court Reporting 

A.A.S. Realtime:  Medical Realtime Transcription 

A.A.S. Realtime:  Rapid-data Entry 

A.A.S. Realtime:  Steno-interpreting 

A.A.S. Court Reporting 

A.A. Paralegal Studies 

 

Certificate Court Reporting 

Certificate Medical Assistant 

Certificate 
Legal Administrative Assistant /  
Legal Secretary 
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Paralegal Studies students must complete 
EN100, HU101, HU102, NS101, NS102, SS101, 
and SS102 (or SS104 in place of SS102). 

Medical Transcription students must complete 
EN100, NS101, NS102, and SS101. 

Court reporting students must follow the 
requirements of the Court Reporters Board (CRB) 
of California and the National Court Reporters 
Association (NCRA) to meet their requirements 
for certification and graduation. 
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Court Reporting Program  

  CR101 Composition and Sentence Structure 5 credits   
  CR102A Grammar and Usage - Noun Emphasis 5 credits   
  CR102B Grammar and Usage - Verb Emphasis 5 credits   
  CR103 Analysis of the Rhetoric of Oral Communications 5 credits   

 
Other Programs 

  EN100 English Composition 4 credits � � 

 
  HU101 Survey of Literature 4 credits � � 

  HU102 Introduction to Philosophy 4 credits � � 

 
 

Court Reporting Program 
  CR104 Critical Reading of Local and National Current Events 5 credits   
  CR105 Critical Reading of International Current Events 5 credits   
  PR104 Introduction to Computers and Management Information Systems 2.5 credits   
  PR105 Court Reporting CAT and Realtime Software 2.5 credits   

 
Other Programs 

  SS101 Critical Reading of Current Events 4 credits � � 

or 
SS102 Computers in Society 3.5 credits �  
SS104 Introduction to American Government 3.5 credits �  

  SS103 Introduction to Psychology 4 credits   

 
 

Court Reporting Program 
  CR109 Integrated Medical Science 5 credits   

 
Other Programs 

  NS101 College Algebra 4 credits �  
  NS102 Anatomy and Physiology 4 credits �  

 

Notes: The CR and PR Courses are defined under the court reporting curriculum in the 
catalog. 

Other courses may be substituted at the College's discretion to fulfill the General 
Education Requirements. 

For course description and general education offerings for Medical Realtime Tran-
scription and Paralegal, see Medical Transcription and Paralegal Studies sections. 
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The Court Reporters Board of California (State of 
California Department of Consumer Affairs) 
administers three examinations yearly and 
issues state licenses to the successful 
applicants. The State Board requires applicants 
from a reporting school to furnish proof of the 
successful completion of the entire school 
reporting program, including the ability to write 
stenographically 200 wpm 4-voice testimony for 
10 minutes with an accuracy of at least 97.5 
percent. 

South Coast College is approved by the National  

Court Reporters Association and as such must 
meet or in areas exceed the minimum 
requirements of the Court Reporters Board of 
California. See the comparison of the CRB (Court 
Reporters Board) requirements and the South 
Coast College requirements in the enrollment  

packet. 

The minimum requirement of CRB for the CSR 
examination is as follows: 

 

Subject/Skill Areas 

 

Hours of 

Instruction 

English 240 Hours 

Legal 150 Hours 

Medical 120 Hours 

Transcript Preparation 25 Hours 

Apprenticeship Training  60 Hours 

Technology 60 Hours 

Resource Materials 5 Hours 

  

Keyboarding Skills 45 wpm 

  

Total Academic Hours  660 Hours 

Approximate Machine Hours 2300 Hours 

 

The objective of the Court Reporting Program is 
to prepare a student for a successful career as a 
licensed California Certified Shorthand Reporter 
and to prepare a student for the examination 
required of the Registered Professional Reporter 
under the auspices of the National Court 
Reporters Association. South Coast College offers  

both a Certificate in Court Reporting and an 
A.A.S. degree. 

 

 

The courses in this program are highly special-
ized and intensive and are basically intended to 
prepare the student for the rigorous examination 
for court reporter licensing administered by the 
California Certified Shorthand Reporters Board. 
The newly licensed reporter is expected to be 
competent to perform any reporting assignment 
in a professional manner. Upon completion of the 
program, the student will be prepared to work in 
a court or deposition or related field in which 
stenography is used. 

South Coast College has designed a training  

program that provides the opportunity for 
students to move through skills as fast as their 
skill development allows them. Students must 
acknowledge that they (not the school) must 
assume the responsibility for their progress in 
court reporting as progress from one skill to 
another generally requires 72 hours of practice 
outside of class. 

Students are required to spend a minimum of 
16-20 hours a week in machine shorthand 
skillbuilding classes until 170 wpm. At 180 wpm 
and above, they are required to spend a 
minimum of 20 hours in skillbuilding classes. 
Hours that are missed must be made up in order 
for the student to be considered as following the 
program requirements. 
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 Academic 

Credits 

Contact 

Hours 

  CR201A Shorthand Theory Part I 2.5 Cr 30 Hrs 

  CR201B Shorthand Theory Part II     2.5 Cr 30 Hrs 

  CR202AA Court Reporting Theory Part I 2.5 Cr 30 Hrs 

  CR202AB Court Reporting Theory Part II    2.5 Cr 30 Hrs 

  CR202BA Computer Tutorial Part I 2.5 Cr 60 Hrs 

  CR202BB Computer Tutorial Part II     2.5 Cr 60 Hrs 

  CR203 Skillbuilding 60 wpm* 5 Cr 120 Hrs 

  CR204 Skillbuilding 70 wpm* 5 Cr 180 Hrs 

  CR205 Skillbuilding 80 wpm* 5 Cr 180 Hrs 

  CR206 Skillbuilding 90 wpm* 5 Cr 180 Hrs 

  CR207 Skillbuilding 100 wpm* 5 Cr 180 Hrs 

  CR208 Skillbuilding 110 wpm* 5 Cr 180 Hrs 

  CR209 Skillbuilding 120 wpm* 5 Cr 180 Hrs 

  CR210 Skillbuilding 130 wpm* 5 Cr 180 Hrs 

  CR211 Skillbuilding 140 wpm* 5 Cr 180 Hrs 

  CR212 Skillbuilding 150 wpm* 5 Cr 180 Hrs 

  CR213 Skillbuilding 160 wpm* 5 Cr 180 Hrs 

  CR214 Skillbuilding 170 wpm* 5 Cr 180 Hrs 

  CR215 Skillbuilding 180 wpm* 5 Cr 180 Hrs 

  CR216 Skillbuilding 190 wpm* 5 Cr 180 Hrs 

  CR217 Skillbuilding 200 wpm* 5 Cr 180 Hrs 

  CR218 Skillbuilding Proficiencies Part I* 5 Cr 180 Hrs 

  CR219 Skillbuilding Proficiencies Part II*     5 Cr 180 Hrs 

  CR220A Live Multi-Voice 150-160-170 Part I 2.5 Cr 60 Hrs 

  CR220B Live Multi-Voice 150-160-170 Part II     2.5 Cr 60 Hrs 

  CR221A Live Multi-Voice 180-190-200 Part I 2.5 Cr 60 Hrs 

  CR221B Live Multi-Voice 180-190-200 Part II     2.5 Cr 60 Hrs 

  
*Note:  The lab hours are obtained by enrollment in a trail and a push class. 

Courses that meet the various classifications for the Court Reporters Board of California. 

    

  CR101 Composition and Sentence Structure     5 Cr 60 Hrs 

  CR102A Grammar and Usage - Noun Emphasis 5 Cr 60 Hrs 

  CR102B Grammar and Usage - Verb Emphasis  5 Cr 60 Hrs 

  CR103 Analysis of the Rhetoric of Oral Communications 5 Cr 60 Hrs 

  CR104 Critical Reading of Local and National Current Events 5 Cr 60 Hrs 

  CR105 Critical Reading of International Current Events 5 Cr 60 Hrs 

 
 

  

  CR106 Legal Terminology     5 Cr 60 Hrs 

  CR108 Legal Research and California Codes 5 Cr 60 Hrs 
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Courses that meet the various classifications for the Court Reporters Board of California. 

 Academic 

Credits 

Contact 

Hours 

    

  CR109 Integrated Medical Science 5 Cr 60 Hrs 
  CR110 Medical Terminology with Steno Emphasis 5 Cr 60 Hrs 

 
   

  PR101 Intermediate Typing 5 Cr 90 Hrs 
  PR103A Ethics and Procedures of Court Reporting    2.5 Cr 30 Hrs 
  PR103B Ethics and Procedures of Deposition Reporting     2.5 Cr 30 Hrs 
  PR104 Introduction to Computers and Management Information Systems     2.5 Cr 30 Hrs 
  PR105 Court Reporting CAT and Realtime Software    2.5 Cr 30 Hrs 
  PR106 Introduction to CAT Concepts (Dictionary Build) 2.5 Cr 30 Hrs 
  PR107 Apprenticeship - Training for Court/Deposition Reporting 3 Cr 98 Hrs 
  PR108 CSR/RPR Exam Preparation     3 Cr 40 Hrs 
  PR115A Document Preparation: Formatting 2 Cr 24 Hrs 
  PR115B Document Preparation: Speaker Identification 1.5 Cr 30 Hrs 

 
 

  

  PR106ST Legal Steno     5 Cr 60 Hrs 
  PR110ST Medical Steno 5 Cr 60 Hrs 

 
 

  

  CR107A Basic Law 5 Cr 60 Hrs 
  PR116A Skillbuilding 240 wpm     5 Cr 180 Hrs 
  PR117A Skill and Accuracy (Directed Practice) 60-110 wpm 1-1-1-1-1 Cr 60 Hrs 
  PR117B Skill and Accuracy (Directed Practice) 120-up wpm 1-1-1-1-1 Cr 60 Hrs 
  PR118A Skillbuilding 40 wpm 2.5 Cr 30 Hrs 
  PR118B Skillbuilding 50 wpm 2.5 Cr 30 Hrs 
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Academic 

Credits 

Contact 

Hours 
    

  CR201A Shorthand Theory Part I 2.5 Cr 30 Hrs 
  CR201B Shorthand Theory Part II  2.5 Cr 30 Hrs 
  CR202AA Court Reporting Theory Part I 2.5 Cr 30 Hrs 
  CR202AB Court Reporting Theory Part II  2.5 Cr 30 Hrs 
  CR202BA Computer Tutorial Part I 2.5 Cr 60 Hrs 
  CR202BB Computer Tutorial Part II  2.5 Cr 60 Hrs 

    
  CR101 Composition and Sentence Structure 5 Cr 60 hrs 
  PR118A Skillbuilding 40 wpm (Elective) 2.5 Cr 30 hrs 
  PR118B Skillbuilding 50 wpm (Elective) 2.5 Cr 30 hrs 
  CR203 Skillbuilding 60 wpm  5 Cr 120 hrs 
  CR204 Skillbuilding 70 wpm  5 Cr 180 hrs 
  PR115A Document Preparation: Formatting  2 Cr 24 hrs 
  PR115B Document Preparation: Speaker Identification  1.5 Cr 30 hrs 

    

  CR102A Grammar and Usage - Noun Emphasis 5 Cr 60 Hrs 
  CR104 Critical Reading of Local and National Current Events 5 Cr 60 Hrs 
  CR205 Skillbuilding 80 wpm  5 Cr 180 Hrs 
  CR206 Skillbuilding 90 wpm  5 Cr 180 Hrs 

    

  CR102B Grammar and Usage - Verb Emphasis  5 Cr 60 Hrs 
  CR109 Integrated Medical Science  5 Cr 60 Hrs 
  CR207 Skillbuilding 100 wpm 5 Cr 180 Hrs 
  CR208 Skillbuilding 110 wpm 5 Cr 180 Hrs 

   

    
  CR103 Analysis of the Rhetoric of Oral Communications 5 Cr 60 Hrs 
  CR209 Skillbuilding 120 wpm 5 Cr 180 Hrs 
  CR210 Skillbuilding 130 wpm 5 Cr 180 Hrs 

    
  CR110 Medical Terminology with Steno Emphasis  5 Cr 60 Hrs 
  CR211 Skillbuilding 140 wpm 5 Cr 180 Hrs 
  CR212 Skillbuilding 150 wpm 5 Cr 180 Hrs 
  CR220A Live Multi-Voice 150-160-170 wpm Part I 2.5 Cr 60 Hrs 

    
  CR105 Critical Reading of International Current Events 5 Cr 60 Hrs 
  CR213 Skillbuilding 160 wpm 5 Cr 180 Hrs 
  CR220B Live Multi-Voice 150-160-170 wpm Part II  2.5 Cr 60 Hrs 

    
  CR214 Skillbuilding 170 wpm 5 Cr 180 Hrs 
  PR104 Introduction to Computers and Management Information Systems 2.5 Cr 30 Hrs 
  PR105 Court Reporting CAT and Realtime Software  2.5 Cr 30 Hrs 
  PR106 Introduction to CAT Concepts (Dictionary Build) 2.5 Cr 30 Hrs 
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 Academic 

Credits 

Contact 

Hours 
    

  CR106 Legal Terminology     5 Cr 60 Hrs 
  CR215 Skillbuilding 180 wpm     5 Cr 180 Hrs 
  PR103A Ethics and Procedures of Court Reporting 2.5 Cr 30 Hrs 
  PR103B Ethics and Procedures of Deposition Reporting     2.5 Cr 30 Hrs 

    
  CR107 Basic Law    5 Cr 60 Hrs 
  CR216 Skillbuilding 190 wpm  5 Cr 180 Hrs 
  PR107 Apprenticeship - Training for Court/Deposition Reporting 3 Cr 98 Hrs 
  CR221A Live Multi-Voice 180-190-200 wpm Part I      2.5 Cr 60 Hrs 

    
  CR108 Legal Research and California Codes 5 Cr 60 Hrs 
  CR217 Skillbuilding 200 wpm (Qualifier-after passing 200 wpm) 5 Cr 180 Hrs 
  PR101 Intermediate Typing 5 Cr 90 Hrs 
  CR221B Live Multi-Voice 180-190-200 wpm Part II 2.5 Cr 60 Hrs 

    

  CR218 Skillbuilding Proficiencies Part I    5 Cr 180 Hrs 
  CR219 Skillbuilding Proficiencies Part II 5 Cr 180 Hrs 
  PR108 CSR/RPR Exam Preparation     3 Cr 40 Hrs 

  
Notes: The skill levels are suggested guides for completion within this time period. 

Individuals will vary in the attainment of skills. The academic courses (English, 
Medical, and Law) are listed in the previous sequence only as a guide. They may be 
taken in any sequence as long as the first course of a series of law or English is 
taken as a prerequisite. 

   

    

  CR201A1 Shorthand Theory Part I 1.5 Cr 18 Hrs 
  CR201A2 Shorthand Theory Part II     1.5 Cr 18 Hrs 
  CR202A1 Court Reporting Theory Part I     1.5 Cr 18 Hrs 
  CR202A2 Court Reporting Theory Part II 1.5 Cr 18 Hrs 
  CR202B1 Computer Tutorial Part I     1.5 Cr 36 Hrs 
  CR202B2 Computer Tutorial Part II 1.5 Cr 36 Hrs 

    
  CR201A3 Shorthand Theory Part III 2 Cr 24 Hrs 
  CR202A3 Court Reporting Theory Part III      2 Cr 24 Hrs 
  CR202B3 Computer Tutorial Part III      2 Cr 48 Hrs 
  PR118A Skillbuilding 40 wpm (Elective)     2.5 Cr 30 Hrs 
  PR118B Skillbuilding 50 wpm (Elective)     2.5 Cr 30 Hrs 
  PR115A Document Preparation: Formatting 2 Cr 24 Hrs 
  PR115B Document Preparation: Speaker Identification 1.5 Cr 30 Hrs 

    
  CR101 Composition and Sentence Structure 5 Cr 60 Hrs 
  CR203 Skillbuilding 60 wpm 5 Cr 120 Hrs 
  CR204 Skillbuilding 70 wpm 5 Cr 180 Hrs 

    
  CR102A Grammar and Usage - Noun Emphasis 5 Cr 60 Hrs 
  CR205 Skillbuilding 80 wpm 5 Cr 180 Hrs 
  CR206 Skillbuilding 90 wpm 5 Cr 180 Hrs 
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 Academic 

Credits 

Contact 

Hours 
    

  CR102B Grammar and Usage - Verb Emphasis     5 Cr 60 Hrs 
  CR207 Skillbuilding 100 wpm 5 Cr 180 Hrs 
  CR208 Skillbuilding 110 wpm 5 Cr 180 Hrs 

    

  CR103 Analysis of the Rhetoric of Oral Communications 5 Cr 60 Hrs 
  CR209 Skillbuilding 120 wpm 5 Cr 180 Hrs 

    

  CR104 Critical Reading of Local and National Current Events 5 Cr 60 Hrs 
  CR210 Skillbuilding 130 wpm 5 Cr 180 Hrs 
  PR105 Court Reporting CAT and Realtime Software     2.5 Cr 30 Hrs 

    

  CR105 Critical Reading of International Current Events 5 Cr 60 Hrs 
  CR211 Skillbuilding 140 wpm 5 Cr 180 Hrs 
  PR106 Introduction to CAT Concepts (Dictionary Build) 2.5 Cr 30 Hrs 

   

    
  CR109 Integrated Medical Science     5 Cr 60 Hrs 
  CR212 Skillbuilding 150 wpm 5 Cr 180 Hrs 
 

   

  CR110 Medical Terminology with Steno Emphasis 5 Cr 60 Hrs 
  CR213 Skillbuilding 160 wpm 5 Cr 180 Hrs 
  CR220A Live Multi-Voice 150-160-170 Part I 2.5 Cr 60 Hrs 

    
  CR106 Legal Terminology 5 Cr 60 Hrs 
  CR214 Skillbuilding 170 wpm 5 Cr 180 Hrs 
  CR220B Live Multi-Voice 150-160-170 Part II     2.5 Cr 60 Hrs 

    
  CR107 Basic Law     5 Cr 60 Hrs 
  CR215 Skillbuilding 180 wpm 5 Cr 180 Hrs 
  PR107 Apprenticeship - Training for Court/Deposition Reporting  3 Cr 98 Hrs 
  CR221A Live Multi-Voice 180-190-200 Part I 2.5 Cr 60 Hrs 

   

    

  CR108 Legal Research and California Codes 5 Cr 60 Hrs 
  CR216 Skillbuilding 190 wpm 5 Cr 180 Hrs 
  PR101 Intermediate Typing    5 Cr 90 Hrs 
  CR221B Live Multi-Voice 180-190-200 Part II     2.5 Cr 60 Hrs 

    

  CR217 Skillbuilding 200 wpm (Qualifier-after passing 200 wpm)  5 Cr 180 Hrs 
  CR103A Ethics and Procedures of Court Reporting     2.5 Cr 30 Hrs 
  CR103B Ethics and Procedures of Deposition Reporting     2.5 Cr 30 Hrs 

    

  CR218 Skillbuilding Proficiencies Part I     5 Cr 180 Hrs 
  PR108 CSR/RPR Exam Preparation     3 Cr 40 Hrs 

    

  CR219 Skillbuilding Proficiencies Part II 5 Cr 180 Hrs 
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192 Credit Hours 
   
CR201A Machine Shorthand Theory Part I Machine Shorthand Theory is an introductory study of 

machine shorthand that includes learning the steno-
keyboard and a phonetic-based system for representing 
words, phrases, punctuation, and other symbols. It is the 
basis for the machine shorthand skill required for the 
Certified Shorthand Reporter examination for court and 
other verbatim reporter positions and for medical realtime 
translation. 

CR201B Machine Shorthand Theory Part II 
   
 Part I: 2.5 Credits 
 Part II: 2.5 Credits 

 
Classes: 2.5 lecture / 2.5 laboratory 

each 
   
    
    
CR202AA Court Reporting Theory Part I 

Court Reporting Theory is a reinforcement class in machine 
shorthand that provides practice in writing challenging 
material. The course includes an introduction to two-voice 
testimony. Students receive hands-on realtime practice. 
Concurrent Enrollment in Machine Shorthand Theory is 
required. Note: Students attend mandatory laboratory to 
practice transcription from steno notes and laboratory tapes. 

CR202AB Court Reporting Theory Part II 
   
 Part I: 2.5 Credits 
 Part II: 2.5 Credits 
 Classes: 2.5 lecture / 2.5 laboratory 

each 
   
    
    
CR202BA Computer Tutorial Part I  Computer Tutorial is a machine shorthand class that uses a 

computer to measure a student's speed and accuracy in 
writing shorthand and transcribing steno notes. Students 
write shorthand using the steno keyboard from English 
material viewed on the screen and transcribe using the 
QWERTY keyboard on the computer from steno notes 
provided in each lesson. Emphasis is placed on developing 
typing and shorthand accuracy. 

CR202BB Computer Tutorial Part II 
   
 Part I: 2.5 Credits 
 Part II: 2.5 Credits 
 Classes: 2.5 lecture / 2.5 laboratory 

each 
   
    
    

A skillbuilding class is a class in which the 
student practices repetitiously new vocabulary, 
standard English words and phrases, legal 
terminology, medical terminology, and the 
vocabulary of current events in order to develop 
the fluency in writing to increase one's speed in 
increments of 10 words per minute. In these 
classes, students also practice the application of 
rules of English, including punctuation and 
proper format to court and deposition transcript 
material. The two types of materials on which 
skillbuilding occurs are literary or straight 
paragraph material and court/deposition 
transcript material, consisting of from one to 
four-voice dictation material. 

After 60 wpm, day students are required to sign 
up for a block of a minimum of 16-20 hours a 
week - five of these hours are considered 
dedicated to the speed at which they are 
currently testing (goal) for which they receive 
lecture credit. Five hours must be spent in a 
speed lower than the speed at which they are 
currently testing (trail) or in a specialty class of 
medical or legal steno for which they receive 
laboratory credit. Five more hours must be spent 
in either a higher speed (push) or in a specialty 

class of medical or legal steno for which they 
receive laboratory credit. One hour a week is to 
be spent in the application on the machine of the 
academic subject that pertains to the academic 
class in which the student is enrolled for which 
they receive lecture credit. 

At 150 wpm, students are required to take a 
multi-voice class to meet the requirements of a 
minimum of sixteen hours a week on the 
machine. At 180 wpm, students are required to 
take an additional multi-voice class, which 
increases the required time on the machine to a 
minimum of 20 hours a week. 

All students up to 150 wpm are encouraged to 
attend a theory reinforcement class at 8 a.m. 

Along with each skill class, students are required 
to do one hour of daily homework practice 
material from hard copy and to type a minimum 
of two tests per week from dictation material 
dictated in the goal class for which the student 
receives attendance credit. Students are 
encouraged to transcribe every test. Test 
requirements are five-minutes in duration at 
97.5 percent accuracy (with the exception of 190 
wpm, 200 wpm, 210 wpm, and 225 wpm). Note: 
Tests are not repeated within a 6-month period. 
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CR203 Skillbuilding 60 wpm Skillbuilding 60 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material at 40, 50 and 60 wpm. The course provides 
new vocabulary (from general, legal, medical, and/or current 
events) and a reinforcement in most frequently used words, 
phrases, word families, punctuation, numbers, and speaker 
identification. Transcription of test dictation and homework 
are part of the requirement. This course is a sequential 
course in the court reporting program. The skill goal is 60 
wpm. Open exit is possible upon completion of skill 
requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR201 and CR202 

    
    
CR204 Skillbuilding 70 wpm Skillbuilding 70 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 70 wpm. Open 
enrollment is possible upon completion of 50 wpm. Open exit 
is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR203 

    
   
CR205 Skillbuilding 80 wpm Skillbuilding 80 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 80 wpm. Open 
enrollment is possible upon completion of 60 wpm. Open exit 
is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR204 

    
    
CR206 Skillbuilding 90 wpm Skillbuilding 90 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 90 wpm. Open 
enrollment is possible upon completion of 80 wpm. Open exit 
is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR205 

    
    
CR207 Skillbuilding 100 wpm Skillbuilding 100 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 100 wpm. Open 
enrollment is possible upon completion of 90 wpm. Open exit 
is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR206 
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CR208 Skillbuilding 110 wpm Skillbuilding 110 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 110 wpm. Open 
enrollment is possible upon completion of 100 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR207 

    
    
CR209 Skillbuilding 120 wpm Skillbuilding 120 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 120 wpm. Open 
enrollment is possible upon completion of 110 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR208 

    
   
CR210 Skillbuilding 130 wpm Skillbuilding 130 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 130 wpm. Open 
enrollment is possible upon completion of 120 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR209 

    
    
CR211 Skillbuilding 140 wpm Skillbuilding 140 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 140 wpm. Open 
enrollment is possible upon completion of 120 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR210 

    
    
CR212 Skillbuilding 150 wpm Skillbuilding 150 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 150 wpm. Open 
enrollment is possible upon completion of 130 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR211 

 
Concurrent enrollment in 
CR220 Live Multi-Voice 
Testimony 150-160-170 wpm 
is required. 
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CR213 Skillbuilding 160 wpm Skillbuilding 160 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 160 wpm. Open 
enrollment is possible upon completion of 140 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR212 

 
Concurrent enrollment in 
CR220 Live Multi-Voice 
Testimony 150-160-170 wpm 
is required. 

    
    
CR214 Skillbuilding 170 wpm Skillbuilding 170 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 170 wpm for 7 minutes. 
Open enrollment is possible upon completion of 150 wpm. 
Open exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR213 

 
Concurrent enrollment in 
CR220 Live Multi-Voice 
Testimony 150-160-170 wpm 
is required. 

    
   
CR215 Skillbuilding 180 wpm Skillbuilding 180 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 180 wpm for 8 minutes. 
Open enrollment is possible upon completion of 160 wpm. 
Open exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR214 

 
Concurrent enrollment in 
CR220 Live Multi-Voice 
Testimony 150-160-170 wpm 
is required. 

    
    
CR216 Skillbuilding 190 wpm Skillbuilding 190 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program. The skill goal is 190 wpm for 9 minutes. 
Open enrollment is possible upon completion of 170 wpm. 
Open exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR215 

 
Concurrent enrollment in 
CR220 and CR221 Live Multi-
Voice Testimony is required. 

    
    
CR217 Skillbuilding 200 wpm Skillbuilding 200 wpm consists of dictation, read-back, and 

transcription of two- to four-voice court/deposition and 
literary material. The course provides new vocabulary (from 
general, legal, medical, and/or current events) and a 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. The skill goal is 200 wpm for 10 minutes. To 
meet degree requirements, the student must transcribe 
dictated materials that consist of a minimum of 10 pages of 
transcript in two hours or less. Open enrollment is possible 
upon completion of 180 wpm. Open exit is possible upon 
completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR216 

 
Concurrent enrollment in 
CR220 and CR221 Live Multi-
Voice Testimony is required. 

    

  



 
South Coast College Catalog 21 
Orange, California 

 

 

 

 
   
CR218 Skillbuilding Proficiencies Part I Skillbuilding Proficiencies Part I consists of dictation, read-

back and transcription of two- to four-voice court/deposition 
and literary material. The course provides new vocabulary 
(from general, legal, medical, and/or current events) and 
reinforcement in most frequently used words, phrases, word 
families, punctuation, numbers, and speaker identification. 
Transcription of test dictation and homework are part of the 
requirement. This course is a sequential course in the court 
reporting program toward the AAS degree. The skill goal is 
the passage of the two parts of the NCRA required proficiency 
tests (simulated RPR skills tests): three literary tests at 180 
wpm and three jury charge tests at 200 wpm. Open 
enrollment is possible upon completion of 190 wpm. Open 
exit is possible upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR217 

 
Concurrent enrollment in 
CR220 and CR221 Live Multi-
Voice Testimony is required. 

    
    
CR219 Skillbuilding Proficiencies Part II Skillbuilding Proficiencies Part II consists of dictation, read-

back, and transcription of two- or four-voice court/ 
deposition and literary material. The course provides new 
vocabulary (from general, legal, medical, and/or current 
events) and reinforcement in most frequently used words, 
phrases, word families, punctuation, numbers, and speaker 
identification. Transcription of test dictation and homework 
are part of the requirement. This course is a sequential 
course in the court reporting program toward the AAS 
degree. The skill goal is passage of the final part of the NCRA 
required proficiency tests (simulated RPR skills tests): three 
225 wpm two-voice testimony tests. Open enrollment is 
possible upon completion of 200 wpm. Open exit is possible 
upon completion of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR218 

 
Concurrent enrollment in 
CR220 and CR221 Live Multi-
Voice Testimony is required. 

    
    
CR220A Live Multi-Voice Testimony 150-160-170 wpm Part I 

Live Multi-Voice Testimony 150-160-170 wpm consists of 
dictation and transcription of live multiple-voice court 
/deposition proceedings. The skill goal ranges from 150-170 
wpm with emphasis on building sustained dictation for 10 
minutes. Open enrollment is possible upon completion of 
140 wpm. Open exit is possible upon completion of skill 
requirements. 

CR220B Live Multi-Voice Testimony 150-160-170 wpm Part II 

   
 Part I: 2.5 Credits 
 Part II: 2.5 Credits 
 Classes: 2.5 lecture each 

 
Prerequisite: Concurrent enrollment in 

another skillbuilding class. 
    
    
CR221A Live Multi-Voice Testimony 180-190-200 wpm Part I Live Multi-Voice Testimony 180-190-200 wpm consists of 

dictation of live multiple-voice court/deposition proceedings. 
Transcription is encouraged. The skill goal ranges from 180-
200 wpm with emphasis on building sustained dictation for 
periods up to 30 minutes. This class begins to prepare 
students for the California Certified Shorthand Reporter 
(CSR) Examination. Open enrollment is possible upon 
completion of 170 wpm. However, to fulfill degree 
requirements, students must transcribe dictated material at 
180, 190, or 200 wpm consisting of a minimum of 10 pages 
in three hours or less with 95 percent accuracy. 

CR221B Live Multi-Voice Testimony 180-190-200 wpm Part II 
   
 Part I: 2.5 Credits 
 Part II: 2.5 Credits 
 Classes: 2.5 lecture each 
 Prerequisite: Concurrent enrollment in 

another skillbuilding class. 
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CR101 Composition & Sentence Structure  Composition and Sentence Structure is a thorough, fundamental 

study of English sentence structure. Parts of speech; sentence 
parts including phrases, clauses, appositives; and simple, 
compound, and complex sentence structures are emphasized; 
and composition skills are studied and practiced in depth. 
Various methods of paragraph development are covered along 
with the techniques to enhance paragraph effectiveness 
(arrangement of sentences for paragraph coherence, transitions 
between sentences, paragraph length). One hour a week is spent 
in the application in a machine shorthand setting. See 
Skillbuilding Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: None. 

    
    
CR102A Grammar and Usage - Noun Emphasis Grammar and Usage - Noun Emphasis is a thorough study of 

grammar and usage acceptable in business and academic 
communications, in preparation for CSR and other professional 
exams, as well as in transcript and transcription editing. This is 
a systematic study of compound and collective nouns, 
pluralization, possessives, foreign nouns, pronouns in phrases 
and subordinate clauses, antecedents, personal and possessive 
and relative and interrogative and demonstrative and reflexive 
and indefinite pronouns, subject/predicate/pronoun agreement, 
adjective and adverb forms and usage, articles, and all related 
usage problems. Students are required to demonstrate 
knowledge of principles learned through written assignments, 
and one hour a week is spent in the application in a machine 
shorthand setting. See Skillbuilding Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: CR101 or equivalent 

    
   
CR102B Grammar and Usage – Verb Emphasis Grammar and Usage - Verb Emphasis is a thorough study of 

grammar and usage acceptable in business and academic com-
munications, in preparation for CSR and other professional 
exams, as well as in transcript and transcription editing. This is 
a systematic study of verb forms, tenses, conjugations, proper 
participle/gerund/infinitive usage, linking verbals, prepositional 
and phrase usage, subordinate conjunction usage, like/as, 
cause/effect expression, parallel structure, parentheticals, 
incorrect usage, and expressions to avoid. Students are required 
to demonstrate knowledge of principles learned through written 
assignments, and one hour a week is spent in application in a 
machine shorthand setting. See Skillbuilding Classes descrip-
tion. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: CR101 or equivalent 

    
    
CR103 Analysis of the Rhetoric of  

Oral Communications 

Analysis of the Rhetoric of Oral Communications represents an 
analysis of oral communication with an emphasis on 
punctuating properly for a variety of oral communications. 
Students are required to demonstrate a knowledge of syntax and 
structure on various types of oral presentations, and one hour a 
week is spent in a machine shorthand setting. See Skillbuilding 
Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: CR101 or equivalent 

    
    
CR104 Critical Reading of Local and National  

Current Events 
Critical Reading of Local and National Current Events is a 
course designed to meet the current event requirements of the 
National Court Reporters Association while emphasizing the 
reporter specialist's vocabulary in the language of current 
events. Current events will be studied and discussed through 
articles written in a weekly news magazine. The language of the 
articles will be analyzed in terms of a core list of high-frequency 
words on standardized examinations; synonym definitions; 
Latin, Greek, and French root words; common homonym and 
homograph use; usage and subject matter application in all 
areas of news context. Research techniques are introduced. 
Aspects of vocabulary are also presented one hour a week in a 
machine shorthand setting. See Skillbuilding Classes descrip-
tion. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: None. 
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CR105 Critical Reading of International Current Events  Critical Reading of International Current Events is a further 

course designed to meet the current event requirements of 
the National Court Reporters Association while emphasizing 
the reporter's vocabulary in the language of international 
current events. Aspects of vocabulary are also presented one 
hour a week in a machine shorthand setting. See 
Skillbuilding Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: None. 

    
    
CR106 Legal Terminology  Legal Terminology is a comprehensive study of legal 

terminology and definitions and of Latin phrases as they are 
encountered in court and deposition proceedings. The course 
includes an overview of the court systems of the State of 
California and the United States, the legislative process and 
administrative agencies, substantive criminal law including 
definitions of crimes, substantive civil law including 
intentional torts and negligence, substantive law of 
contractual relationships, substantive law of real and 
personal property, bailments, and secured land transactions. 
One hour a week is spent in demonstrating the knowledge of 
the definition and spelling of legal terms in a machine 
shorthand setting. See Skillbuilding Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: None. 

    
   
CR108 Legal Research and California Codes  Legal Research and California Codes is a substantive law 

course covering civil procedure, evidence, domestic relations, 
legal research, and California Shorthand Reporter Law. One 
hour a week is spent in applying the knowledge of the 
material in a machine shorthand setting. See Skillbuilding 
Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: CR106 

    
    
CR109 Integrated Medical Science Integrated Medical Science is a comprehensive course of 

study of medical terminology, anatomy / physiology, surgical 
procedures, pathology, and pharmacology. Students will 
learn to build and dissect medical terms from Greek / Latin 
word roots, prefixes and suffixes. A detailed study of 
appropriate areas of human anatomy that includes: 
organization of the body, integumentary, skeletal, muscular, 
nervous, cardiovascular and blood, respiratory, digestive, 
urinary and reproductive systems. One hour a week is spent 
in applying the knowledge of the material in a machine 
shorthand setting. See Skillbuilding Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: None. 

    
    
CR110 Medical Terminology with Steno Emphasis The Medical Terminology with Steno Emphasis course 

provides material that concentrates on the fundamentals of 
medical terminology shorthand machine writing 
corresponding to the body systems and subject matter of 
Integrated Medical Science. Students learn to write a selected 
group of medical terminology steno outlines using a medical 
theory designed especially for this purpose. Medical 
terminology steno development includes steno outlines for 
word roots, prefixes and suffixes with a strong emphasis on 
correct steno outlines, repetition, definitions, and correct 
spelling. One hour a week is spent in applying the knowledge 
of the material in a machine shorthand setting.  

Note: PR110ST may be used in place of CR110. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: 8 wpm or permission of 

instructor. 
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PR101 Intermediate Typing Intermediate Typing is an independent progress course using 

a computer that includes class drill on straight copy to 
achieve typing skills of 40-50-60 wpm respectively on 
unfamiliar material. The emphasis is placed on keystroking 
rhythmic patterns and performing manipulative skills. 
Completion of two typing tests at 60 wpm gross with a 
maximum of five errors on unfamiliar material is required for 
the A.A.S. degree. 

   
  5 Credits 
 Class: 1 lecture / 8 laboratory 
 Prerequisite: None. 

    
    
PR103A Ethics and Procedures of Court Reporting  

Ethics and Procedures of Court Reporting encompasses the 
practices of court reporting in light of actual / mock 
courtroom trial enactments. 

   
  2.5 Credits 
 Class: 5 lecture / 6 weeks 
 Prerequisite: 180 wpm or above. 
    
   
PR103B Ethics and Procedures of Deposition Reporting  Ethics and Procedures of Depositions Reporting 

encompasses the ethical practices of deposition reporting 
examined in light of actual deposition procedures. Mock 
depositions will be enacted. A mock Certified Realtime 
Reporter (CRR) test will be administered. 

   
  2.5 Credits 
 Class: 5 lecture / 6 weeks 
 Prerequisite: 180 wpm or above. 
    
    
PR104 Introduction to Computers and 

Management Information Systems 
Introduction to Computers and Management Information 
Systems provides an introduction to computers and 
computer-aided transcription (CAT). This course includes a 
study of hardware, Windows file management, and an 
overview of the computer-aided transcription cycle. It is 
designed to help students gain basic computer literacy and 
be able to make informed decisions about software and 
equipment. 

   
  2.5 Credits 
 Class: 5 lecture / 6 weeks 
 Prerequisite: None. 

    
    
PR105 Court Reporting CAT and Realtime Software Court Reporting CAT and Realtime Software is a class that 

provides hands-on experience with the following parts of the 
computer-aided transcription (CAT) cycle: building a 
dictionary, reading in notes, using Note Scope, translating 
notes, editing notes, using the editor as a word processor, 
spell checking a document, and printing a document. It also 
provides introduction to Microsoft Windows commands used 
in reporting. 

   
  2.5 Credits 
 Class: 5 lecture / 6 weeks 
 Prerequisite: 120 wpm skill speed or above, 

completed dictionary, or 
consent of the instructor. 

    
    
PR106 Introduction to CAT Concepts (Dictionary Build) 

Introduction to CAT Concepts is a class that enables 
students to develop a familiarity with the CAT system and 
build a starter dictionary suitable for a working reporter or 
medical transcriptionist. 

   
  2.5 Credits 
 Class: 5 lecture / 6 weeks 
 Prerequisite: 120 wpm skill speed or consent 

of the instructor. 
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PR107 Apprenticeship - Training for Court/Deposition 

Reporting  
The student is required to have 60 hours of externship and 
observation. Of the 60 hours, a minimum of 50 hours must 
be actual writing time; up to 10 hours may be observation 
hours. The actual writing time must be under the direct 
supervision of a licensed CSR, who will sign the student's 
apprenticeship hour form. The student must write a 
minimum of 10 hours in a courtroom setting and 10 hours 
in a deposition setting. The remaining hours may be from 
either discipline. Note: The student is not permitted to serve 
in the capacity of an actual reporter during apprenticeship. 

The California CSR Board states a student should begin 
apprenticeship hours at 180 wpm or above. The Board 
suggests 5 hours of observation between the skills of 80 and 
120 wpm and a second 5 hours of observation between the 
skills of 120 wpm and 180 wpm. 

In addition, the class consists of 9 weeks of laboratory 
under the supervision of an instructor in which the 
students will produce their transcripts. 

The California CSR Board requires that students produce a 
20-page courtroom transcript and a 20-page deposition 
transcript from these apprenticeship hours to be eligible to 
take the California CSR examination. 

To meet the NCRA/SCC degree requirements, the student is 
required to produce a 40-page, salable quality transcript 
(for classroom use only) that will be evaluated by an 
instructor. These 40 pages must be in addition to the CSR 
Board requirement. 

   
  3 Credits 
 Class: 5 laboratory / 9 weeks and  

60 hours of internship 
 Prerequisite: Shorthand skill of 180 wpm 

    
    
PR108 CSR/RPR Exam Preparation A thorough course in test-taking techniques and extensive 

review of grammar, spelling, vocabulary, medical and legal 
terminology, and CSR law in preparation for both the 
California CSR exam and National Court Reporters 
Association RPR exam. The classes are based on the content 
of the SCC scholastic program. 

   
  3 Credits 
 Class: 5 lecture / 6 weeks 
 Prerequisite: CSR Qualification at  

South Coast College 
    
    
PR115A Document Preparation: Formatting This course is a fundamental workshop of multiple speaker 

identification and basic transcript formats for test 
transcripts at SCC. Multi-voice dictation, spelling, basic 
punctuation, lightboard speaker identification, transcription 
techniques, hyphenation, proofreading, and the production 
of professional-quality work are emphasized. The theory and 
skillbuilding technique are also presented. Students must 
have a typing skill of 30 wpm to complete this class. 

PR115B Document Preparation: Speaker Identification  
   
 Formatting: 2 Credits 
 Speaker ID: 1.5 Credits 
 Classes: 2.5 lecture / 6 weeks (A and B) 

 
Prerequisite: CR201, CR202A, and CR202B 

or equivalent. 
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Note:  Any course taken in its entirety can be used for professional development. 
   
CR107 Basic Law Basic Law is substantive law course including the following: 

wills and trusts, bankruptcy, negotiable instruments, 
business organizations, agency and partnership, and 
criminal procedure. One hour a week is spent in applying the 
knowledge in material in a machine shorthand setting. See 
Skillbuilding Classes description. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: CR106 

    
   
PR106ST Legal Steno  A legal course that in addition to providing legal terminology 

provides instruction in writing legal terminology in machine 
shorthand. See Skillbuilding Classes description. Note: This 
class may be repeated to obtain the number of hours 
required for laboratory hours purposes or for makeup hours 
without additional credit. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: Shorthand skill of 60 wpm 

    
    
PR110ST Medical Steno A medical course that in addition to providing medical 

terminology and anatomy / physiology provides instruction 
in a specific medical machine shorthand theory. See 
Skillbuilding Classes description. It may be used in place of 
CR110.  Note:  This class may be repeated to obtain the 
number of hours required for laboratory hour purposes or 
for makeup hours without additional credit. 

   
  3 Credits 
 Class: 5 lecture 
 Prerequisite: Shorthand skill of 60 wpm 

    

 

   
PR116A Skillbuilding 240 wpm Skillbuilding 240 wpm consists of dictation and 

transcription of multiple-voice court proceedings, jury 
charge, congressional and other literary material, colloquy, 
expert testimony, depositions, and legal opinions. The skill 
goal is 240 wpm. Open enrollment is possible upon 
completion of CR219. Open exit is possible upon completion 
of skill requirements. 

   
  5 Credits 
 Class: 5 lecture / 5 laboratory* 
 Prerequisite: CR219 

    
    
PR117A Skill and Accuracy (Directed Practice) 

60-110 wpm  
Skill and Accuracy (Directed Practice) 60-110 wpm is an 
instructor-directed class that emphasizes accuracy in 
writing for speed-development purposes for students in 
speeds lower than 110 wpm. This class can be repeated as a 
student requires for the accuracy of skillbuilding. 

   
  1-1-1-1-1 Credits 
 Class: 5 lecture 
 Prerequisite: CR201 and CR202 
    
   
PR117B Skill and Accuracy (Directed Practice)  

120-up wpm  
Skill and Accuracy (Directed Practice) is an instructor-
directed class that emphasizes accuracy in writing for skill-
development purposes for students in speeds in 120-up 
wpm. This class can be repeated as a student requires for 
the accuracy of skillbuilding. 

   
  1-1-1-1-1 Credits 
 Class: 5 lecture 
 Prerequisite: CR201 and CR202, and a 

completion of 120 wpm. 
    
    
PR118A Skillbuilding 40 wpm Skillbuilding 40/50 wpm consists of dictation and 

transcription of two-voice court proceedings and literary 
material. It introduces students who need it to the 
skillbuilding process. The course provides a reinforcement 
in most frequently used words, phrase review, word 
families, punctuation, number drills, legal terms, and 
speaker identification. Transcription from new material is 
emphasized. This course is a sequential course in the court 
reporting program. The skill goal is 50 wpm. Open 
enrollment is possible upon completion of CR202. Open exit 
is possible upon completion of skill requirements. 

PR118B Skillbuilding 50 wpm 

   
 40 wpm: 2.5 Credits 
 50 wpm: 2.5 Credits 
 Classes: 2.5 lecture / 2.5 laboratory 

 

Prerequisite: CR201 and CR202A, 
completion of PR110A is 
required for PR118B. 

    
 

*Note:  The lab hours are obtained by enrollment in a trail and a push class. 
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To receive the South Coast College degree in  
court reporting, students must do the following: 

1. Complete 192 of credit hours required for 
graduation. 

2. Pass two 5-minute timed 60 gross wpm 
typing tests with a maximum of 5 errors. 

3. Pass three (3) literary material tests at 180 
wpm for five minutes, transcribed at 95 
percent accuracy. Pass three (3) jury charge 
material tests at 200 wpm for five minutes, 
transcribed at 95 percent accuracy. Pass 
three (3) testimony tests at 225 wpm for five 
minutes, transcribed at 95 percent accuracy. 

4. Complete 60 hours of apprenticeship 
reporting with a licensed reporter. A 
minimum of 10 hours must be deposition 
hours, 10 hours must be court proceedings 
hours, and 10 hours of which must be 
observation hours. Of the 60 hours, 50 hours 
must be actual writing time. 

5. Transcribe a minimum of 40 pages from 
notes taken at court or a deposition (salable 
quality). 

6. Return all school materials. 

7. Complete a financial aid exit interview. 

8. Be free of indebtedness to the school. 

Note: The number of hours and pages required 
may be increased to satisfy Certified 
Reporters Board (CRB) of California and 
National Court Reporters Association 
(NCRA) requirements upon their request. 

CR100s Court Reporting Academics 

CR200s Skillbuilding 

PR100s Professional Courses/Electives 

RT100s Realtime Courses - Information Technology 

RT200s Realtime Courses - Skill Development 
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 Academic 

Credits 

Contact 

Hours 

Financial 

Aid 

Award 
  CR201A Shorthand Theory Part I 2.5 Cr 30 Hrs 1.5 

  CR201B Shorthand Theory Part II     2.5 Cr 30 Hrs 1.5 

  CR202AA Court Reporting Theory Part I 2.5 Cr 30 Hrs 1.5 

  CR202AB Court Reporting Theory Part II    2.5 Cr 30 Hrs 1.5 

  CR202BA Computer Tutorial Part I 2.5 Cr 60 Hrs 3 

  CR202BB Computer Tutorial Part II     2.5 Cr 60 Hrs 3 

  CR203 Skillbuilding 60 wpm* 5 Cr 120 Hrs 6 

  CR204 Skillbuilding 70 wpm* 5 Cr 180 Hrs 9 

  CR205 Skillbuilding 80 wpm* 5 Cr 180 Hrs 9 

  CR206 Skillbuilding 90 wpm* 5 Cr 180 Hrs 9 

  CR207 Skillbuilding 100 wpm* 5 Cr 180 Hrs 9 

  CR208 Skillbuilding 110 wpm* 5 Cr 180 Hrs 9 

  CR209 Skillbuilding 120 wpm* 5 Cr 180 Hrs 9 

  CR210 Skillbuilding 130 wpm* 5 Cr 180 Hrs 9 

  CR211 Skillbuilding 140 wpm* 5 Cr 180 Hrs 9 

  CR212 Skillbuilding 150 wpm* 5 Cr 180 Hrs 9 

  CR213 Skillbuilding 160 wpm* 5 Cr 180 Hrs 9 

  CR214 Skillbuilding 170 wpm* 5 Cr 180 Hrs 9 

  CR215 Skillbuilding 180 wpm* 5 Cr 180 Hrs 9 

  CR216 Skillbuilding 190 wpm* 5 Cr 180 Hrs 9 

  CR217 Skillbuilding 200 wpm* 5 Cr 180 Hrs 9 

  CR220A Live Multi-Voice 150-160-170 Part I 2.5 Cr 60 Hrs 3 

  CR220B Live Multi-Voice 150-160-170 Part II     2.5 Cr 60 Hrs 3 

  CR221A Live Multi-Voice 180-190-200 Part I 2.5 Cr 60 Hrs 3 

  CR221B Live Multi-Voice 180-190-200 Part II     2.5 Cr 60 Hrs 3 

  
Notes: See Appendix B for Course Skill Requirements. 
 CR218 Skillbuilding Proficiencies I and CR219 Skillbuilding Proficiencies II are 

recommended. 

Courses that meet the various classifications for the Court Reporters Board of California. 

    

  CR101 Composition and Sentence Structure     5 Cr 60 Hrs 3 

  CR102A Grammar and Usage - Noun Emphasis 5 Cr 60 Hrs 3 

  CR103 Analysis of the Rhetoric of Oral Communications 5 Cr 60 Hrs 3 

  CR104 
Critical Reading of Local and National Current 

Events 
5 Cr 60 Hrs 3 

 
 

  

  CR106 Legal Terminology     5 Cr 60 Hrs 3 

  CR108 Legal Research and California Codes 5 Cr 60 Hrs 3 
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Courses that meet the various classifications for the Court Reporters Board of California. 

 

Academic 

Credits 

Contact 

Hours 

Financial 

Aid 

Award 
  CR109 Integrated Medical Science 5 Cr 60 Hrs 3 

  CR110 Medical Terminology with Steno Emphasis 5 Cr 60 Hrs 3 

 
   

  PR101 Intermediate Typing 5 Cr 90 Hrs 5 

  PR103A Ethics and Procedures of Court Reporting    2.5 Cr 30 Hrs 3 

  PR103B Ethics and Procedures of Deposition Reporting     2.5 Cr 30 Hrs 3 

  PR106 Introduction to CAT Concepts (Dictionary Build) 2.5 Cr 30 Hrs 3 

  PR107 
Apprenticeship - Training for Court/Deposition 

Reporting 
3 Cr 98 Hrs 3 

  PR108 CSR/RPR Exam Preparation     3 Cr 40 Hrs 3 

  PR115A Document Preparation: Formatting 2 Cr 24 Hrs 1 

  PR115B Document Preparation: Speaker Identification 1.5 Cr 30 Hrs 1.5 

 
 

  

  CR107 Basic Law 5 Cr 60 Hrs 3 

  CR105 Critical Reading of International Current Events 5 Cr 60 Hrs 3 

  CR102B Grammar and Usage – Verb Emphasis 5 Cr 60 Hrs 3 

  PR106ST Legal Steno     5 Cr 60 Hrs 3 

  PR110ST Medical Steno 5 Cr 60 Hrs 3 

  PR117A 
Skill and Accuracy (Directed Practice) 
60-110 wpm 

1-1-1-1-1 Cr 60 Hrs 3 

  PR117B 
Skill and Accuracy (Directed Practice)  
120-up wpm 

1-1-1-1-1 Cr 60 Hrs 3 

  Note: Electives from A.A.S. degree can be taken. 

To receive the South Coast CollegeCertificate in court reporting, students must do the following:  

1. Complete 177 credit hours required for 
graduation as described in this catalog. 

2. Pass one 45 net wpm typing test. 

3. Pass machine shorthand skill 200 wpm. 

4. Complete 60 hours of apprenticeship 
reporting, either in the courtroom or in 
depositions with a licensed reporter. A 
minimum of 10 hours must be deposition 
hours. (10 observation hours can be used.) 

5. Transcribe a minimum of 20 pages from 
notes taken at court and 20 pages from 
notes taken at a deposition. 

6. Pass "qualifier" exam. 

7. Return all school materials. 

8. Complete a financial aid exit interview. 

9. Be free of indebtedness to the school. 

10. Cease enrollment at . South Coast College
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Realtime: Rapid-data Entry Program Skill Requirement: 140 wpm Credit: 175 

Realtime: Steno-interpreting Program Skill Requirement: 180 wpm Credit: 195 

Realtime: Court Reporting Program Skill Requirement: 225 wpm Credit: 256 

Realtime: Captioning Program Skill Requirement: 240 wpm Credit: 256 

The program eligibility for all programs at South Coast College are the following:  

1. High school transcript or GED or equivalent. 
2. Take and pass the admissions tests. 

The Realtime Reporter Programs are designed to 
prepare students for successful careers as 
realtime writers for the fields of rapid-text/data, 
steno-interpreting, court reporting, and caption-
ing. Each of these areas requires different skill 
requirements. 

The Realtime Reporter Program is designed to 
prepare students for successful careers as 
realtime writers for the fields of Rapid-data 
Entry, Steno-interpreting, Court Reporting, and 
Captioning. Each of these areas employ overlap-
ping skills, but different skill requirements, and 
different subject matter emphasis. 

The subject matter that each reports differs as 
follows: 

1. Rapid-data Entry Specialists report 
background checks, police reports, and 
produce business documents. The realtime 
skill requirements needed range from 120-
140 wpm. The realtime skill requirement of 
the program for graduation is 140 wpm. 

2. Steno-interpreters/Communication Access 

Realtime Translation (CART) report meetings 
for the hearing-impaired, classroom lectures 
on various levels from elementary to graduate 
school, medical consultations, and so on. The 
skill requirement is approximately 180 wpm. 
The realtime skill requirement of the program 
for graduation is 180 wpm. 

3. Court Reporters report arbitrations, hearings, 
depositions, and courtroom proceedings. The 
skill requirement of the Court Reporters 
Board of California is 200 wpm. The skill of 

realtime accuracy is not as yet mandated by 
the State, but to report realtime live requires 
an additional skill and accuracy level. The 
realtime skill requirement of the program for 
graduation is 225 wpm. 

4. Captioners report various types of live events, 
including all types of television programming 
to provide captioning for hearing-impaired 
individuals. Since millions of people watch as 
they write, they need to have a very 
sophisticated high-level accuracy skill and be 
very knowledgeable in various areas 
including current events, news, weather, 
sports, entertainment, and religion. The 
realtime skill requirements of the program for 
graduation is 240 wpm. 

To be proficient as a high-skill realtime writer 
requires skills beyond that of a certified court 
reporter. For this purpose, the realtime writing 
curriculum has been developed to provide skills 
beyond court reporting requirements. Students 
completing this course in court reporting or 
captioning will be eligible to test for the Certified 
Realtime Writing Certificate awarded by the 
National Court Reporters Association. 

The required classes that overlap in the Rapid-
data Entry, Steno-interpreting, Court Reporting, 
and Captioning Associate of Applied Science 
degree programs are as follows: 

RT104 Introduction to System/Software Commands 

RT202A Realtime Concepts I 

RT202B Realtime Concepts II 

RT202C Realtime Concepts III 

RT202D Realtime Concepts IV 

Note: The lecture portion of Realtime Concepts 
I, II, III, and IV is the same for all four 
degree programs. The laboratory portion 
varies depending upon the degree.
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The following classes are totally laboratory 
classes and provide an opportunity for students 
to specialize in their particular disciplines. 

For Rapid-data Entry, the emphasis will be legal, 
business, police and background investigative 
report modules. For Steno-interpreting, the 
emphasis will be on the discipline in which the 
student is intending to work and the educational 
level. For Court Reporting, the emphasis will be 
on court and deposition-type transcripts. For 
Captioning, the emphasis will be on local / 
national news, weather, and sports. 

RT215 Realtime Accuracy (A-E) Part I 1-1-1-1-1 Credit 

RT216 Realtime Accuracy (A-E) Part II 1-1-1-1-1 Credit 

RT217 Realtime Accuracy (A-E) Part III 1-1-1-1-1 Credit 

RT218 Realtime Accuracy (A-E) Part IV 1-1-1-1-1 Credit 

Each class may be repeated four times should a 
student wish to pursue a degree in Rapid-data 
Entry, Steno-interpreting, Court Reporting, and 
Captioning.  

The Skill Classes are designed to provide an 
opportunity to test individuals on their level of 
skill achievement. The skill requirements depend 
upon the degree program being pursued. The 
skill requirements for each degree program are as 
follows: 

   

RT220A Realtime Reporting Skill Part I 1 Credit 

 Rapid-data Entry 80 wpm  

 Steno-interpreting 120 wpm  

 Court Reporting 140 wpm  

 Captioning 180 wpm  

    

RT220B Realtime Reporting Skill Part II 1 Credit 

 Rapid-data Entry 120 wpm  

 Steno-interpreting 140 wpm  

 Court Reporting 160 wpm  

 Captioning 180 wpm  

    

RT220C Realtime Reporting Skill Part III 1 Credit 

 Rapid-data Entry 140 wpm  

 Steno-interpreting 160 wpm  

 Court Reporting 180 wpm  

 Captioning 200 wpm  

    

 
 

RT220D Realtime Reporting Skill Part IV 1 Credit 

 Rapid-data Entry 140 wpm  

 Steno-interpreting 180 wpm  

 Court Reporting 200 wpm  

 Captioning 225 wpm  

    

The externship for the various degrees may be 
done in any one of the following places: 

Rapid-data Entry.  Business, police department, 
transcription agency, background documentation 
company, or anywhere high-skill data-entry is 
required. 

Steno-interpreting.  Classrooms at any educa-
tional level, medical facilities, churches, or any-
where steno-interpreting is used for individuals 
who are hearing-impaired. 

Court Reporting.  Court or depositions. Hours 
may be the same as required by the Court 
Reporters Board of California, as long as they are 
reported in realtime and are verified as such by 
the supervising reporters. 

Captioning.  Captioning may be done at a local 
cable television station or for other live broad-
casts or events. 

The graduation requirements for the various 
programs are as follows: 

Rapid-data Entry  

1. Complete the selected required (51 credits) 
courses from the court reporting program. 

2. Complete the entire 64 credits from the 
realtime core, with an emphasis on rapid-
data entry subject matter. 

3. Attain a skill of 140 wpm realtime. 

Steno-interpreting  

1. Complete the selected required (51 credits) 
courses from the court reporting program. 

2. Complete the entire 64 credits from the 
realtime core, with an emphasis on steno-
interpreting subject matter. 

3. Attain a skill of 180 wpm realtime. 
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Court Reporting 

1. Complete the court reporting degree program 
(192 credits). 

2. Complete the entire 64 credits from the 
realtime core, with an emphasis on court 
reporting subject matter.  

3. Attain a skill of 225 wpm.  

Captioning 

1. Complete the court reporting degree program 
(192 credits).  

2. Complete the entire 64 credits from the 
realtime core, with an emphasis on 
captioning subject matter.  

3. Attain a skill of 240 wpm.  

4. Meet the requirements for the National Court 
Reporters Association Realtime Certification.  

Specific graduation requirements for Communi-
cation Access Realtime Translation (CART) 
students shall include the following minimum 
standards: 

1. Write three (3) five-minute, 180 wpm (word 
count) literary material takes with 96 percent 
verbatim accuracy. 

2. Prepare a realtime translation of two (2) 30-
minute segments of CART services on varied 
topics for course evaluation taken from the 
internship experience. 

3. The student shall complete 15 hours of 
research and dictionary preparation and 25 
hours of writing for a total of 40 hours of 
internship experience. 

Specific graduation requirements for Captioning 
students shall include the following minimum 
standards: 

Write three (3) five-minute, literary broadcast 
material takes at 180 wpm (word count) at 96 
percent verbatim accuracy. 

Submit unedited-captioned translations of three 
(3) 15-minute programs on varied topics for 
course evaluation taken from the internship 
experience. 

The student shall complete at least 25 verified 
hours of actual writing and 15 hours of research 
and dictionary preparation during the internship 
experience. 
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 Captioning 
(Degree) 

Court 

Reporting 
(Degree) 

Steno-

interpreting 
(Degree) 

Rapid-

data 

Entry 
(Degree) 

     

 CR101 Composition and Sentence Structure 5 5 5 5 

 CR201A Grammar and Usage-Noun Emphasis 5 5 5 5 

 CR102B Grammar and Usage-Verb Emphasis 5 5 5 5 

 CR103 Analysis of the Rhetoric of Oral Communications 5 GE 5 GE 5 GE 5 GE 

     

 CR104 Critical Reading of Local and National Current Events  5 GE 5 GE 5 GE 5 GE 

 CR105 Critical Reading of International Current Events 5 GE 5 GE 5 GE 5 GE 

     

 CR109 Integrated Medical Science 5 GE 5 GE 5 GE 5 GE 

 CR110 Medical Terminology with Steno Emphasis 5 GE 5 GE 5 GE 5 GE 

 CR106 Legal Terminology 5 5 n/a n/a 

 CR107 Basic Law 5 5 n/a n/a 

 CR108 Legal Research and California Codes 5 5 n/a n/a 

     

 PR104 
Introduction to Computers and  

Management Information Systems  
2.5 GE 2.5 GE 2.5 GE 2.5 GE 

 PR105 Court Reporting CAT and Realtime Software  2.5 GE 2.5 GE 2.5 GE 2.5 GE 

 PR106 Introduction to CAT Concepts (Dictionary Build) 2.5 2.5 2.5 2.5 

     

 PR103A Ethics and Procedures of Court Reporting  2.5 GE 2.5 GE n/a n/a 

 PR103B Ethics and Procedures of Deposition Reporting 2.5 GE 2.5 GE n/a n/a 

     

 PR101 Intermediate Typing 5 5   

 PR115A Document Preparation: Formatting 2.0 2.0 2.0 2.0 

 PR115B Document Preparation: Speaker Identification 1.5 1.5 1.5 1.5 

 PR107 Apprenticeship-Training for Court/Deposition Reporting 3 3 n/a n/a 

 PR108 CSR/RPR Exam Preparation 3 3 n/a n/a 

 

 Academic 

Credits 

Contact 

Hours 

Financial 

Aid 

Award 
  RT104 Introduction to System/Software Commands 5 Cr 90 Hrs 4.5 

  RT106A Realtime Reporting I: Overview 5 Cr 90 Hrs 4.5 

  RT106B Realtime Reporting II: Externship 5 Cr 90 Hrs 4.5 

  RT113 Introduction to Rapid-Text Entry    5 Cr 90 Hrs 4.5 

  RT202A Realtime Concepts I 5 Cr 90 Hrs 4.5 

  RT202B Realtime Concepts II 5 Cr 90 Hrs 4.5 

  RT202C Realtime Concepts III    5 Cr 90 Hrs 4.5 

  RT202D Realtime Concepts IV 5 Cr 90 Hrs 4.5 

  RT215 Realtime Accuracy (A-E) Part I 1-1-1-1-1 Cr 120 Hrs 6 

  RT216 Realtime Accuracy (A-E) Part II     1-1-1-1-1 Cr 120 Hrs 6 

  RT217 Realtime Accuracy (A-E) Part III 1-1-1-1-1 Cr 120 Hrs 6 

  RT218 Realtime Accuracy (A-E) Part IV 1-1-1-1-1 Cr 120 Hrs 6 

  RT220A Realtime Reporting Skill Part I    1 Cr 24 Hrs 1 

  RT220B Realtime Reporting Skill Part II 1 Cr 24 Hrs 1 

  RT220C Realtime Reporting Skill Part III     1 Cr 24 Hrs 1 

  RT220D Realtime Reporting Skill Part IV     1 Cr 24 Hrs 1 

   Total 64 Cr   
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Realtime: Rapid-data Entry Associate of Applied Science degrees 

Steno-interpreting 

Captioning 

Court Reporting 
 
   
RT104 Introduction to System/Software Commands Introduction to System/Software Commands provides an 

introduction to computers and systems/application software. 
It includes a study of hardware, basic system commands, 
and an overview of the basic commands that are necessary 
when using a realtime software that interfaces with other 
software. It is designed to help students gain basic 
knowledge of computer operations, systems, and software. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: None 

    
    
RT106A Realtime Reporting I: Overview       

Realtime Reporting I is the class that enables students to 
explore different software used in the various areas of 
realtime reporting. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: PR104, PR105, PR106, or 

permission of the instructor. 
    
    
RT106B Realtime Reporting II: Externship Realtime Reporting II is the class that enables students to 

overview different uses of realtime and more sophisticated 
techniques. Students learn to apply techniques for rapid-
data entry for police and background investigative reporting, 
steno-interpreting, CIC reporting, and captioning. Students 
must complete no fewer than 40 hours in a work 
environment in addition to their laboratory hours. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: RT106A 

    
    
RT113 Introduction to Rapid-Text Entry Rapid Text Entry is a course that provides hands-on 

experience in using RapidText software to input directly into 
other software. The course includes instruction in using 
formatting symbols for the purpose of formatting documents 
directly from the shorthand machine keyboard and hands-on 
experience in writing realtime. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: RT104 or consent of the 

instructor. 
    
    
RT202A Realtime Concepts I Realtime Concepts I explores the use of realtime writing in 

the computer-integrated court (CIC) environment. It 
introduces students to the parts of the CIC system, the 
various types of CIC systems, and the changing roles of 
reporters in the CIC environment. In addition, students will 
master a number of realtime writing principles that will 
enable them to perfect their writing skills by eliminating 
conflicts and word boundary problems. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: None 

    
    
RT202B Realtime Concepts II Realtime Concepts II explores the use of realtime writing in 

the deposition environment. It introduces students to the 
various types of realtime systems for depositions and to the 
changing roles of reporters in the realtime deposition 
environment. In addition, students will master a number of 
realtime writing principles that will enable them to perfect 
their writing skills by eliminating conflicts and word 
boundary problems. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: RT202A 
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RT202C Realtime Concepts III Realtime Concepts III explores the use of realtime writing in 

the classroom, seminar, conference, and convention 
environments. It introduces students to the various types of 
realtime systems in use for classrooms where there are 
hearing-impaired students and to the role of the reporter in 
the realtime classroom environment. In addition, students 
will master a number of realtime writing principles that will 
enable them to perfect their writing skills by eliminating 
conflicts and word boundary problems. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: RT202A and B 

    
    
RT202D Realtime Concepts IV Realtime Concepts IV explores the use of realtime writing in 

the broadcast environment. It introduces students to the 
various types of captioning systems. In addition, students 
will master a number of realtime writing principles that will 
enable them to perfect their writing skills by eliminating 
conflicts and word boundary problems. 

   
  5 Credits 
 Class: 2.5 lecture / 5 laboratory* 
 Prerequisite: RT202A, B, and C 

    
    
RT215 Realtime Accuracy (A-E) Part I 

Realtime Accuracy Part I consists of entering each word of a 
specified accuracy drill into the dictionary and practicing it 
until it can be performed with no less than 96 percent skill 
accuracy at the required wpm per program. Open exit is 
possible upon completion of skill requirement. 

   
  1-1-1-1-1 Credits 
 Class: 10 laboratory* 
 Prerequisite: 120 wpm or consent of the 

instructor. 
    
    
RT216 Realtime Accuracy (A-E) Part II Realtime Accuracy Part II consists of entering each word in 

the dictionary of an accuracy drill and practicing the drills 
until each can be performed with no less than 96 percent 
accuracy at the required wpm per program. Open exit is 
possible upon completion of skill requirement. 

   
  1-1-1-1-1 Credits 
 Class: 10 laboratory* 
 Prerequisite: RT215 
    
    
RT217 Realtime Accuracy (A-E) Part III Realtime Accuracy Part III consists of entering each word in 

the dictionary of accuracy drills and practicing them until 
each can be performed with no less than 96 percent accuracy 
at the required wpm per program. Open exit is possible upon 
completion of skill requirement. 

   
  1-1-1-1-1 Credits 
 Class: 10 laboratory* 
 Prerequisite: RT216 
    
    
RT218 Realtime Accuracy (A-E) Part IV Realtime Accuracy Part IV consists of entering each word in 

the dictionary of accuracy drills and practicing the drills 
until each can be performed with no less than 96 percent 
accuracy at required wpm per program. Open exit is possible 
upon completion of skill requirement. 

   
  1-1-1-1-1 Credits 
 Class: 10 laboratory* 
 Prerequisite: RT217 
    
    
RT220A Realtime Reporting Skill Part 1 

Realtime Reporting Skill Part I consists of passing a realtime 
skill test at 96 percent accuracy based upon the 
requirements of the program. 

   
  1 Credit 
 Class: 2 laboratory* 
 Prerequisite: 120 wpm or consent of the 

instructor. 
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RT220B Realtime Reporting Skill Part II 

Realtime Reporting Skill Part II consists of passing a realtime 
skill test at 96 percent accuracy based upon the 
requirements of the particular program. 

   
  1 Credit 
 Class: 2 laboratory* 
 Prerequisite: RT220A 
    
    
RT220C Realtime Reporting Skill Part III 

Realtime Reporting Skill Part III consists of passing a 
realtime skill test at 96 percent accuracy based upon the 
requirements of the program. 

   
  1 Credit 
 Class: 2 laboratory* 
 Prerequisite: RT220B 
    
    
RT220D Realtime Reporting Skill Part IV 

Realtime Reporting Skill Part IV consists of passing a 
realtime skill test at 96 percent accuracy based upon the 
requirements of the program. 

   
  1 Credit 
 Class: 2 laboratory* 
 Prerequisite: RT220C 
    

 

Academic classes are graded according to the 
same standards as the court reporting program. 
An accuracy of 96 percent realtime writing is 
required on skill tests. 
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The overall objective of the Medical Realtime 
Transcription program is to prepare the student 
for a rewarding career as a well-qualified medical 
transcriptionist to meet the technical demands of 
hospitals, medical groups, transcription agen-
cies, and private physicians. 

Medical Realtime Transcriptionists in the A.A.S. 
degree program (Medical Realtime Transcription) 
are able to use their English, medical, and 
critical thinking skills to enable them to make 
decisions about sound-alike medical terminology, 
poorly pronounced anatomical, pharmacological, 
and other medical-related words in order to avoid 
litigation and to find employment in entry-level 
positions using their skill level in jobs, such as: 
creating medical reports for doctors' offices and 
hospitals. 

The course includes extensive medical 
transcription tape practice and an externship. In 
addition, the program provides an externship, 
on-the-job training positions for students to 
ensure graduates have the experience and 
required medical knowledge that will meet 
employment qualifications and job performance 
expectations. 

The general education requirements are designed 
to increase the student's breadth of knowledge 
and understanding and to encourage the 
appreciation of life-long learning, while, at the 
same time, increasing the student's competence 
in the field of medical transcription. 

 
Academic 

Credits 

Contact 

Hours 

    

  EN100 English Composition 4 Cr 48 Hrs 
  MT100 Medical Terminology     5 Cr 60 Hrs 
  MT106 Medical Realtime Writing Theory 5 Cr 96 Hrs 

    

  MT102A Grammar and Usage. - Noun Emphasis 4 Cr 48 Hrs 
  NS102 Anatomy and Physiology     4 Cr 48 Hrs 
  MT100A Human Diseases 5 Cr 60 Hrs 
  MT104B Rapid-data Entry 5 Cr 96 Hrs 

    

  MT102B Grammar and Usage - Verb Emphasis     4 Cr 48 Hrs 
  MT100BB Formatting    5 Cr 60 Hrs 
  MT105B Rapid-data Dictionary Build I 2.5 Cr 48 Hrs 
  MT106B Rapid-data Dictionary Build II     2.5 Cr 48 Hrs 

    

  MT102C Analysis of the Rhetoric of Oral Communications 4 Cr 48 Hrs 
  MT100D Laboratory Procedures 2.5 Cr 30 Hrs 
  MT100BA Surgical Instruments 2.5 Cr 30 Hrs 
  MT100C Pharmacology     5 Cr 60 Hrs 
  MT107B Rapid-data Dictionary Build III 2.5 Cr 48 Hrs 
  MT108B Rapid-data Dictionary Build IV 2.5 Cr 48 Hrs 
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Academic 

Credits 

Contact 

Hours 
    

  MT221A Medical Transcription Practice I 5 Cr 120 Hrs 
  SS101 Critical Reading of Current Events 4 Cr 48 Hrs 
  NS101 College Algebra 4 Cr 48 Hrs 

    

  MT221B Medical Transcription Practice II 5 Cr 120 Hrs 
  MT221C Medical Transcription Practice III 5 Cr 120 Hrs 
  MT222 Research Skills 2.5 Cr 30 Hrs 

    

  MT221D Medical Transcription Practice IV 5 Cr 120 Hrs 
  MT221E Medical Transcription Practice V 5 Cr 120 Hrs 
  MT223 Professionalism and Medicolegal Issues 2.5 Cr 30 Hrs 

    

  MT221F Externship 10 Cr 360 Hrs 
  MT224 Career Management 2.5 Cr 30 Hrs 
 

Note: Prerequisite for Medical Realtime Transcription (Machine Shorthand) is 120 wpm 
skill. 

 
Academic 

Credits 

Contact 

Hours 

    

  EN100 English Composition 4 Cr 48 Hrs 
  MT100 Medical Terminology 5 Cr 60 Hrs 
  MT103A Keyboarding I (30 wpm) 5 Cr 96 Hrs 

    

  MT102A Grammar and Usage - Noun Emphasis 4 Cr 48 Hrs 
  NS102 Anatomy and Physiology 4 Cr 48 Hrs 
  MT100A Human Diseases 5 Cr 60 Hrs 
  MT104A Keyboarding II (45 wpm) 5 Cr 96 Hrs 

    

  MT102B Grammar and Usage - Verb Emphasis 4 Cr 48 Hrs 
  MT100D Laboratory Medicine 5 Cr 60 Hrs 
  MT105A Keyboarding III (55 wpm) 5 Cr 96 Hrs 

    

  MT102C Analysis of the Rhetoric of Oral Communications 4 Cr 48 Hrs 
  MT100BB Formatting 2.5 Cr 30 Hrs 
  MT100BA Surgical Instruments 2.5 Cr 30 Hrs 
  MT100C Pharmacology 5 Cr 60 Hrs 
  MT106A Keyboarding IV (60 wpm) 5 Cr 96 Hrs 

 
  

    

  MT221A Medical Transcription Practice I 5 Cr 120 Hrs 
  SS101 Critical Reading of Current Events 4 Cr 48 Hrs 
  NS101 College Algebra 4 Cr 48 Hrs 

    

  MT221B Medical Transcription Practice II 5 Cr 120 Hrs 
  MT221C Medical Transcription Practice III 5 Cr 120 Hrs 
  MT222 Research Skills 2.5 Cr 30 Hrs 
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 Academic 

Credits 

Contact 

Hours 
    

  MT221D Medical Transcription Practice IV 5 Cr 120 Hrs 
  MT221E Medical Transcription Practice V 5 Cr 120 Hrs 
  MT223 Professionalism and Medicolegal Issues 2.5 Cr 30 Hrs 

    

  MT221F Externship 10 Cr 360 Hrs 
  MT224 Career Management 2.5 Cr 30 Hrs 
 

Note: Prerequisites for Keyboarding - none. 

 

The student must complete the following 
graduation requirements to attain the A.A.S. 
Degree in Medical Realtime Transcription. 

Total Credits:  ACICS 115.5 

Total Course Length in Clock Hours: 2070 

Medical Transcription Courses 

MT100s 
Level One: Medical Transcription Background 
Courses 

MT200s Level Two: Specialized Practice Courses 

General Education 

EN English/Life Skills 

HU Humanities 

NS Natural Sciences/Mathematics 

SS Social Sciences 
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MT100 Medical Terminology      This course is an introduction to medical terminology 

including the techniques of medical word building using 
basic word elements; major suffixes in the surgical, 
diagnostic, symptomatic groups and related suffixes; suffixes 
denoting adjective, noun, singular, and plural forms of 
medical words; major prefixes denoting position, number and 
measurement, negation, direction, and anatomical, 
physiological, and pathological terms. The course is 
supplemented by videotapes that provide audionyms as 
memory aides. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: None 

    
    
MT100A Human Diseases 

A comprehensive study of disease processes (causes, 
symptoms, and treatments organized by body system). 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: MT100 
    
    
MT100BA Surgical Instruments 

A study of surgical techniques, instruments, and operative 
procedures. 

   
  2.5 Credits 
 Class: 2.5 lecture 
 Prerequisite: MT100 
    
    
MT100BB Formatting 

This course covers an introduction to word processing 
concepts with particular emphasis on how to format medical 
documents and create templates. Particular attention is paid 
to the specific language and style of medical documents. 

   
  2.5 Credits 
 Class: 2.5 lecture 
 Prerequisite: MT103A 
    
    
MT100C Pharmacology An introduction to the principles of pharmacology, and a 

comprehensive study of drug action, routes of 
administration, classes of drugs by body system, as well as 
antibiotics, antiviral drugs, I.V. fluids, blood products, 
anesthetics, emergency drugs, vaccines and immunizations, 
and chemotherapy agents. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: MT100 

    
    
MT100D Laboratory Medicine 

A comprehensive study of laboratory tests and procedures by 
body system, radiology procedures, pathology procedures. 

   
  5 Credits 
 Class: 5 lecture 
 Prerequisite: MT100 
    
    
MT102A Grammar and Usage - Noun Emphasis Grammar and Usage - Noun Emphasis is a thorough study of 

grammar and usage acceptable in business and academic 
communications. This is a systematic study of compound 
and collective nouns, pluralization, possessives, foreign 
nouns, pronouns in phrases and subordinate clauses, 
antecedents, personal and possessive and relative and 
interrogative and demonstrative and reflexive and indefinite 
pronouns, subject/predicate/pronoun agreement, adjective 
and adverb forms and usage, articles, and all related usage. 
Students are required to demonstrate knowledge of 
principles learned through written assignments. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: EN100 
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MT102B Grammar and Usage - Verb Emphasis Grammar and Usage - Verb Emphasis is a thorough study of 

grammar and usage acceptable in business and academic 
communications, in preparation for CSR and other 
professional exams, as well as in transcript editing. This is a 
systematic study of verb forms, tenses, conjugations, proper 
participle/gerund/infinitive usage, linking verbals, 
prepositional and phrase usage, subordinate conjunction 
usage, like/as, cause/effect expression, parallel structure, 
parentheticals, incorrect usage, and expressions to avoid. 
Students are required to demonstrate knowledge of 
principles learned through written assignments. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: EN100 

    
    
MT102C Analysis of the Rhetoric of Oral Communications      Analysis of the Rhetoric of Oral Communications represents 

an analysis of oral communications with an emphasis on 
punctuating properly for a variety of oral presentations. 
Students are required to demonstrate a knowledge of syntax 
and structure on various types of oral presentations. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: EN100 
    
    
MT103A Keyboarding I 

Keyboarding I is an introduction to keyboarding for students 
with minimal or no keyboarding skill. Students must achieve 
a goal of 30 wpm. 

   
  5 Credits 
 Class: 2 lecture / 3 laboratory 
 Prerequisite: None 
    
    
MT104A Keyboarding II 

Keyboarding II is a class to improve keyboarding accuracy 
and skills. Students must achieve a goal of 45 wpm. 

   
  5 Credits 
 Class: 2 lecture / 3 laboratory 
 Prerequisite: None 
    
    
MT105A Keyboarding III 

Keyboarding III is a class to improve keyboarding accuracy 
and skills. Students must achieve a keyboarding skill of 55 
wpm. 

   
  5 Credits 
 Class: 2 lecture / 3 laboratory 
 Prerequisite: None 
    
    
MT106A Keyboarding IV 

Keyboarding IV is a class to improve keyboarding accuracy 
and skills. Students must achieve a keyboarding skill of 60 
wpm. 

   
  5 Credits 
 Class: 2 lecture / 3 laboratory 
 Prerequisite: None 
    
    
MT106 Medical Realtime Writing Theory 

Medical Realtime Writing Theory is a class that teaches 
students a specific way of writing medical theory outlines 
using prefixes, suffixes, roots, and adjoining vowels. 

   
  5 Credits 
 Class: 2 lecture / 3 laboratory 
 Prerequisite: CR201A/B; 

CR202AA/AB/BA/BB; CR109, 
CR110 or a steno skill of 120 
wpm 
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MT104B Rapid-data Entry 

Rapid-data Entry is a course that provides hands-on 
experience in using rapid-data entry software to input 
directly into word processing software. The course includes 
instruction in using formatting symbols for the purpose of 
formatting documents directly from the shorthand machine 
keyboard and experience in writing realtime. 

   
  5 Credits 
 Class: 2 lecture / 3 laboratory 
 Prerequisite: CR201A/B; 

CR202AA/AB/BA/BB; MT100, 
MT106 

    
    
MT105B Rapid-data Dictionary Build I Rapid-data Dictionary Build I is a course in which the 

students build their medical dictionary using a steno 
machine based on the SUM Program basic series with 
emphasis on the specialties of Dermatology, Urology, 
Gastroenterology, and Orthopedics. 

   
  2.5 Credits 
 Class: 1 lecture / 1.5 laboratory 
 Prerequisite: MT104B 
    
    
MT106B Rapid-data Dictionary Build II Rapid-data Dictionary Build II is a course in which the stu-

dents build their medical dictionary using a steno machine 
based on the SUM Program basic series with emphasis on 
the specialties of Cardiology, Pulmonary Medicine, Endocri-
nology, Obstetrics / Gynecology, Otorhinolaryngology 
/Ophthalmology, and Neurology. 

   
  2.5 Credits 
 Class: 1 lecture / 1.5 laboratory 
 Prerequisite: MT104B 

    
    
MT107B Rapid-data Dictionary Build III Rapid-data Dictionary Build III is a course in which the 

students build their medical dictionary using a steno 
machine based on the SUM Program basic series with 
emphasis on the specialties of Cardiology and 
Gastroenterology. 

   
  2.5 Credits 
 Class: 1 lecture / 1.5 laboratory 
 Prerequisite: MT104B 
    
    
MT108B Rapid-data Dictionary Build IV Rapid-data Dictionary Build IV is a course in which the 

students build their medical dictionary using a steno 
machine based on the SUM Program basic series with 
emphasis on the specialties of Orthopedics and 
Gastroenterology. 

   
  2.5 Credits 
 Class: 1 lecture / 1.5 laboratory 
 Prerequisite: MT104B 
    
    
MT221A Medical Transcription Practice I 

The course provides a practice of the basic medical report 
styles and formatting using word processing. Different 
medical specialties and reports are introduced weekly, with 
transcription of corresponding tapes. 

   
  5 Credits 
 Class: 5 laboratory 
 Prerequisite: None 
    
    
MT221B Medical Transcription Practice II 

Transcription of medical reports using the SUM Program 
basic series of tapes, with emphasis on the specialties of 
Dermatology, Urology, Gastroenterology, and Orthopedics. 

   
  5 Credits 
 Class: 5 laboratory 
 Prerequisite: MT221A 
    
    

Prerequisites may be waived for persons with medical or medical transcription backgrounds. 
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MT221C Medical Transcription Practice III Transcription of medical reports using the SUM Program 

basic series of tapes, with emphasis on the specialties of 
Cardiology, Pulmonary Medicine/Endocrinology, Obstet-
rics/Gynecology, Otorhinolaryngology/Ophthalmology, and 
Neurology. 

   
  5 Credits 
 Class: 5 laboratory 
 Prerequisite: MT221A and B 
    
    
MT221D Medical Transcription Practice IV 

Transcription of medical reports using the SUM Program 
series of advanced tapes, with strong emphasis on the 
specialties of Cardiology and Gastroenterology. 

   
  5 Credits 
 Class: 5 laboratory 
 Prerequisite: MT221A, B, and C 
    
    
MT221E Medical Transcription Practice V 

Transcription of medical reports using the SUM Program 
series of advanced tapes, with strong emphasis on the 
specialties of Orthopedics and Radiology. 

   
  5 Credits 
 Class: 5 laboratory 
 Prerequisite: MT221A, B, C, and D 
    
    
MT221F Externship 

Transcription of medical reports using the SUM Program 
series of advanced tapes, with strong emphasis on the 
specialty of Pathology. Forty hours of the externship 
experience will be required from outside sources. 

   
  10 Credits 
 Class: 10 laboratory 
 Prerequisite: Completion of all medical 

transcription classes. 
    
    
MT222 Research Skills 

Provides information on acquiring, selecting, and utilizing 
appropriate reference materials related to the field of medical 
transcription.  Research strategies will be emphasized. 

   
  2.5 Credits 
 Class: 2.5 lecture 
 Prerequisite: None 
    
    
MT223 Professionalism and Medicolegal Issues Professional standards of conduct, confidentiality of medical 

records, medicolegal responsibilities, production standards, 
resume preparation, job opportunities, work settings, 
compensation range and employee benefits, interview skills, 
professional association membership, voluntary certification, 
continuing education, professional image, stress 
management, disabled transcriptionists, members of the 
healthcare team, and trends in equipment will be discussed. 

   
  2.5 Credits 
 Class: 2.5 lecture 
 Prerequisite: None 

    
    
MT224 Career Management 

Provides information on marketing and setting up an 
independent medical transcription service. Students will be 
required to produce a resume and business brochure/letter 
of introduction. 

   
  2.5 Credits 
 Class: 2.5 lecture 
 Prerequisite: None 
    
    

Prerequisites may be waived for persons with medical or medical transcription backgrounds. 
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EN100 English Composition Part of this course provides a fundamental yet thorough 

review of English sentence structure and parts of speech, 
which facilitates the application of these principles to 
composition. Simple, compound, and complex structures are 
examined with regard to their use in paragraph construction. 
Various methods of paragraph development are covered 
along with the techniques to enhance paragraph 
effectiveness (arrangement of sentences for paragraph 
coherence, transitions between sentences, paragraph length). 
Another part of the course is the application of the skills of 
effective sentence and paragraph construction to the 
development of narrative, expository, and descriptive 
compositions. The student will produce samples of these 
types of writing, culminating in a research paper that 
demonstrates the application of the skills learned. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: None 

    
    
NS102 Anatomy and Physiology This is a comprehensive course covering the study of 

anatomy and physiology. Students will build and dissect 
medical terms from Greek and Latin word roots, prefixes and 
suffixes. We will place a strong emphasis on spelling and 
defining medical terms, including surgical procedures, 
pathology and pharmacology. To increase the student's 
knowledge of the human body, a detailed study of anatomy 
will be presented to cover the following systems: organization 
of the body, integumentary, skeletal, muscular, nervous, 
cardiovascular and blood, lymphatic and immunities, 
respiratory, digestive, urinary and reproductive. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: None 

    
    
SS101 Critical Reading of Current Events This course is designed to develop critical reading and 

understanding of current issues. Controversies will be 
studied and discussed through articles published in 
periodicals. This course provides the student with 
information and skills to assist them in reconstructing logical 
arguments, communicating in conceptual patterns and 
detecting fallacies. Study includes models and strategies of 
critical thinking and application to specific areas. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: None 

    
    
NS101 College Algebra This course provides an introduction to algebra with 

operations in real numbers, linear equations and 
inequalities, formulas and applications from geometry, 
polynomials and exponents, factoring trinomials, solving 
quadratic equations, solving equations with radical 
expressions. 

   
  4 Credits 
 Class: 4 lecture 
 Prerequisite: None 

    
    
 Note: Other courses may be substituted at the College's discretion to fulfill the General 

Education Requirements. 
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The overall objective is to prepare the student to 
be a paralegal who can work in any paralegal 
setting and complete any paralegal assignment in 
a competent and professional manner. 

The Paralegal Studies program is designed to 
provide students with a basic understanding of 
the core areas of law and the court systems. 
Students shall be able to draft basic routine 
pleadings and other legal documents, interview 
clients, conduct independent research of non-
legal matters, conduct legal research of simple 
legal questions, and draft legal memoranda. 

Students will also develop writing skills and shall 
gain an understanding of computer applications 
related to the legal environment. 

The general education requirements are designed 
to increase the student's breadth of knowledge 
and understanding and to encourage the 
appreciation of life-long learning, while at the 
same time, increasing the student's competence 
in the field of legal assisting. 

The Associate of Arts Degree Program in 
Paralegal Studies consists of a total of 1344 
contact hours, 96 quarter credit hours of study. 

 

  Academic 

Credits 

Contact 

Hours 
  LA100 Professional Development 2 credits 24 
  LA110 Introduction to Paralegal / Legal Administrative Assistant Studies 4 credits 48 
  LA120 Legal Ethics and Professional Responsibility 2 credits 24 
  EN100* English Composition 4 credits 48 
  LA200 Contract Law 4 credits 48 

    

  LA210 Torts 3.5 credits 48 
  LA220 Family Law 4 credits 48 
  LA230 Legal Analysis and Writing 4 credits 48 
  LA240 Legal Research 4 credits 48 
  SS101* Critical Reading of Current Events 4 credits 48 

    

  LA250 Criminal Law and Procedure 3.5 credits 48 
  LA260 Law Office Procedures 2 credits 24 
  LA270 Real Property 2 credits 24 
  LA280 Estates, Wills, and Trusts 4 credits 48 
  NS102* Anatomy and Physiology 4 credits 48 

    

  LA290 Evidence 4 credits 48 
  LA300 Bankruptcy (Elective) 3.5 credits 48 
  LA310 Workers' Compensation (Elective) 3.5 credits 48 
  LA320 Legal Software Applications 2.5 credits 48 
  LA370 Immigration Law (Elective) 3.5 credits 48 
  LA380 Intellectual Property (Elective) 3.5 credits 48 
 

Notes: Students must take 2 out of 4 electives. 
 All courses are six-week classes except for (*) courses which are twelve-week classes. 
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  Academic 

Credits 

Contact 

Hours 
  LA330 Civil Litigation I 3.5 credits 48 
  NS101 College Algebra 4 credits 48 
  HU101 Survey of Literature 4 credits 48 
  HU102 Introduction to Philosophy 4 credits 48 
  SS102 Computers in Society 3.5 credits 48 

  Academic 

Credits 

Contact 

Hours 
  LA340 Civil Litigation II 3.5 credits 48 
  LA350 Advanced Legal Procedures 2.5 credits 48 
  LA360 Legal Transcription 2.5 credits 48 
  LA400 Externship 4 credits 144 

  Academic 

Credits 

Contact 

Hours 
  LA100 Professional Development 2 credits 24 
  LA110 Introduction to Paralegal / Legal Administrative Assistant Studies 4 credits 48 
  LA120 Legal Ethics and Professional Responsibility 2 credits 24 
  LA200 Contract Law 4 credits 48 
  LA210 Torts 3.5 credits 48 

    

  EN100* English Composition 4 credits 48 
  LA220 Family Law 4 credits 48 
  LA250 Criminal Law and Procedure 3.5 credits 48 

    

  LA230 Legal Analysis and Writing 4 credits 48 
  LA240 Legal Research 4 credits 48 
  SS101* Critical Reading of Current Events 4 credits 48 

    

  LA260 Law Office Procedures 2 credits 24 
  LA300 Bankruptcy (Elective) 3.5 credits 48 
  LA310 Workers' Compensation (Elective) 3.5 credits 48 
  LA370 Immigration Law (Elective) 3.5 credits 48 
  LA380 Intellectual Property (Elective) 3.5 credits 48 
  HU102 Introduction to Philosophy 4 credits 48 
 

Note: Students must take 2 out of 4 electives. 

    

  LA270 Real Property 2 credits 24 
  LA330 Civil Litigation I 3.5 credits 48 
  LA340 Civil Litigation II 3.5 credits 48 
  NS101 College Algebra 4 credits 48 
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  Academic 

Credits 

Contact 

Hours 
  LA280 Estates, Wills, & Trusts 4 credits 48 
  LA320 Legal Software Applications 2.5 credits 48 
  NS102* Anatomy and Physiology 4 credits 48 

    

  LA290 Evidence 4 credits 48 
  LA350 Advanced Legal Procedures 2.5 credits 48 

or 
SS102 Computers in Society 3.5 credits 48 
SS104 Introduction to American Government 3.5 credits 48 

    

  LA360 Legal Transcription 2.5 credits 48 
  LA400 Externship 4 credits 144 
  HU101 Survey of Literature 4 credits 48 
 

Note: All courses are six-week classes except for (*) courses which are twelve-week classes. 

The student must complete the following gradu-
ation requirements to attain the A.A. Degree in 
Paralegal Studies. 

Total Credits:  ACICS 96 

Total Course Length in Clock Hours: 1344 

Legal Courses 

LA100s Core Courses Upon Entering 

LA200s Legal Specialty Courses taken after the LA100s 

LA300s 
Courses that require LA100s and/or some LA200s 
as prerequisites 

LA400 Externship 

General Education 

EN English/Life Skills 

HU Humanities 

NS Natural Sciences/Mathematics 

SS Social Sciences 
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LA100 Professional Development This course is designed to help students discover their 

emotional, intellectual, physical, and social potential. While 
gaining practical knowledge and skills, students will discover 
their natural resources and gain the knowledge that they can 
improve their lives by changing the way they think about 
themselves, and act accordingly. 

   
  2 Credits 
 Class: 24 lecture 
 Prerequisite: None 

    
    
LA110 Introduction to Paralegal /  

Legal Administrative Assistant Studies 
This course is an introduction to the paralegal/legal 
secretary professions and how paralegals/legal secretaries 
are utilized in the delivery of legal services. This course 
provides the students with an overview of the major areas of 
law and includes a discussion of the skills necessary for 
paralegals/legal secretaries: legal analysis, legal writing, 
interviewing, and investigation. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: None 

    
    
LA120 Legal Ethics and Professional Responsibility This course examines the working relationship of the 

paralegal/legal assistant/legal secretary and the attorney 
through a detailed description of rules of ethics for attorneys 
and how those rules apply to non-lawyers. The course covers 
the areas of unauthorized practice of law, diligence and 
competence, conflicts of interest, financial concerns, 
advertising, misconduct, and confidentiality. 

   
  2 Credits 
 Class: 24 lecture 
 Prerequisite: None 

    
    
LA200 Contract Law This course covers concepts of contract law essential to 

drafting agreements in business and private life. The 
elements of valid contracts, including formation, defects in 
formation, and enforcement of contracts are covered. This 
course provides an overview of the theory of contracts and 
the legal consequences of enforcing or remedying breaches of 
contract. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: LA100, LA110, LA120 

    
    
LA210 Torts This course is an in-depth study of substantive tort law with 

emphasis on learning the elements of intentional torts, 
negligence, defamation, nuisances, strict liability, and 
nuisance and tort defenses. It combines theoretical and 
practical applications through a study of actual cases and 
projects. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 

    
    
LA220 Family Law This course is a detailed study of the legal aspects of the 

family relationship. Subject matter includes marriage, 
dissolution, community property, child custody and support. 
Students learn to prepare the common documents 
encountered in this area of law, and briefing cases. Hands-on 
instruction in developing briefs will be given. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: LA100, LA110, LA120 

    
    
LA230 Legal Analysis and Writing This course covers proper written communication skills that 

can be utilized in the successful preparation of legal 
documents. The training includes attention to grammar, 
sentence structure and language mechanics as used in legal 
settings. The emphasis is on training in legal writing style 
and purpose, components, format, organization and 
techniques involved in drafting legal documents. Students 
gain practical experience in preparing correspondence, and 
interoffice memoranda. Hands-on instruction in developing 
briefs will be given. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: LA100, LA110, LA120, LA240 
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LA240 Legal Research This course offers a comprehensive overview of research 

skills and techniques for the paralegal. The focus is on the 
legal research process of both federal and state law, 
constitutional provisions, digests, services and treatises. The 
course emphasizes practical skill development through a 
series of simple to complex problems. In addition, the course 
covers on-line research through the use of commercial 
databases, Internet research, and CD-ROM resources. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: LA100, LA110, LA120 

    
    
LA250 Criminal Law and Procedure This course explains the purpose of criminal law, the 

development of the common elements of the more widely 
recognized offenses and changes brought about by major 
statutes and cases. An analysis of search and seizure laws 
and warrants will be made along with an examination of 
criminal procedure. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 

    
    
LA260 Law Office Procedures This course provides an overview of the structure and 

functions of a law office. In addition, legal and ethical 
concepts affecting law office management in day-to-day 
activities and procedures are emphasized. Office-client 
relationships, billing systems and procedures, marketing and 
strategic planning, and document preparation are addressed. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 

    
    
LA270 Real Property 

This course covers the basic property concepts and 
terminology. The student is introduced to the basics of real 
property law and then proceeds step-by-step to the essential 
areas for a modern real estate practice. 

   
  2 Credits 
 Class: 24 lecture 
 Prerequisite: LA100, LA110, LA120 
    
    
LA280 Estates, Wills, & Trusts This course covers the law pertaining to the study of estates, 

wills, and trusts, and the preparation of a last will and 
testament. A study of probate law and procedure will enable 
the student to effectively assist an attorney in the handling of 
a probate proceeding. The student will be introduced to 
guardianships and conservatorships. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: LA100, LA110, LA120 

    
    
LA290 Evidence This course introduces students to evidence law. While it 

focuses on the Federal Rules of Evidence, the differences 
between federal rules of evidence and state rules are 
discussed. Examples and descriptions of cases are used to 
demonstrate how evidence rules apply. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: LA100, LA110, LA120 
    
    
LA300 Bankruptcy 

This course covers the concepts of Bankruptcy Law, 
preparation of standard bankruptcy petitions, schedules, 
statement of financial affairs and motions for relief from 
automatic stay. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 
    
    
LA310 Workers' Compensation The principles of Workers' Compensation are presented to 

prepare applications for adjudication of claims, answers, 
liens, declarations of readiness to proceed, stipulated 
findings and awards, and compromise and release forms. 
This course presents an analysis of the law and detailed 
description of the day-to-day duties of a Workers' 
Compensation paralegal.  The student will be exposed to the 
claim process, hearings and appeals, in addition to 
substantive law surrounding this area. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 
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LA320 Legal Software Applications This course is designed to provide students with a strong 

knowledge of calendaring and accounting technology. The 
course offers an overview of a software program and 
application. The students will experience the practical 
aspects of the software by tracking appointments, reminders, 
things to-do list on a calendar. Student will also track 
billable hours and organize a law office's accounts receivable. 
The student becomes experienced in data entry and is able to 
calculate and schedule deadlines, as well as learn how to 
access a client's information. 

   
  2.5 Credits 
 Class: 12 lecture / 36 laboratory 
 Prerequisite: LA100, LA110, LA120 

    
    
LA330 Civil Litigation I 

This course provides the concepts of civil litigation covering 
both federal and state systems. This course guides the 
student through the litigation process by covering the basic 
phases of a lawsuit, including client interviewing, interoffice 
memorandums, initial pleadings, calendaring, discovery, 
motions, pre-trial and post-trial motions and appeals. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120, LA200 

(May be taken concurrently 
with LA200.) 

    
    
LA340 Civil Litigation II This course continues to develop the procedural skills and 

substantive knowledge of Civil Litigation I with emphasis on 
the specific rules and skills relative to preparing documents 
such as: motions to compel, motions to suppress, motions 
for summary adjudication, demurrers, and orders to show 
cause. In addition, the course covers the areas of pretrial 
practice, trial setting procedures, judgments, post-trial 
motions, appeals, and writs. Emphasis is placed on rules 
and strategies of quality construction of moving and 
responding papers. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120, LA200, 

LA330 

    
    
LA350 Advanced Legal Procedures This course provides students with an in-depth, practical, 

hands-on experience with advanced legal research, legal 
analysis and legal writing. In response to a hypothetical fact 
pattern, the students will prepare the initial client interview 
questions and interoffice memorandum of law with proper 
citations and Shepardizing. 

   
  2.5 Credits 
 Class: 12 lecture / 36 laboratory 
 Prerequisite: LA100, LA110, LA120, LA230, 

LA240 
    
    
LA360 Legal Transcription This course is designed to develop legal document and 

correspondence machine transcription skills. Accuracy and 
speed development are emphasized. Students apply 
procedures and formats for the legal environment. Students 
will transcribe a series of audio tapes and demonstrate their 
word processing skills in the production of legal memoranda, 
legal correspondence, pleadings, motions, and law office 
documents. 

   
  2.5 Credits 
 Class: 12 lecture / 36 laboratory 
 Prerequisite: LA100, LA110, LA120 

    
    
LA370 Immigration Law This course explores the history and policies behind 

immigration law as well as the impact of current events on 
that body of law. Students will learn the basics of United 
States immigration law as found in Title 8 of the United 
States Code. Students will learn preparation of appropriate 
forms for various categories of non-immigrant and immigrant 
aliens seeking entry into the United States or adjustment of 
status, including the obtaining of citizenship, after arrival 
and/or residence in the United States. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 
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LA380 Intellectual Property (Elective) This course examines various ways to protect intellectual 

creations through state and federal laws. State policies such 
as trade secrets, unfair competition, contract law, and 
related state doctrines will be briefly viewed. The main focus 
will be on federal copyright, trademark, and patent laws, 
including their extent and limitations of protection within 
and without the United States. New and practical aspects of 
this ever growing field of law will also be explored. 

   
  3.5 Credits 
 Class: 36 lecture / 12 laboratory 
 Prerequisite: LA100, LA110, LA120 

    
    
LA400 Externship This course provides the paralegal student with an 

opportunity to further their legal skills in a legal 
environment. The student receives hands-on training and 
learns the duties and expectations which may be required of 
legal support personnel in the legal field. Students submit a 
weekly log of their hours. A paralegal is required to complete 
144 hours of outside experience. Externship may be taken 
concurrently with regular classes during the final 6-week 
term, provided the student has completed the following 
courses prior to starting the externship or by approval of the 
Director: LA100, LA110, LA120, LA330, and LA340. 

   
  4 Credits 
 Class: 144 intern 
 Prerequisite: LA100, LA110, LA120, LA200, 

LA210, LA220, LA230, LA240, 
LA250, LA260, LA270, LA280, 
LA290, LA300, LA320, LA330, 
LA340, LA350, LA360, EN100 

    

   
EN100 English Composition Part of this course provides a fundamental yet thorough 

review of English sentence structure and parts of speech, 
which facilitates the application of these principles to 
composition. Simple, compound, and complex structures are 
examined with regard to their use in paragraph construction. 
Various methods of paragraph development are covered 
along with the techniques to enhance paragraph 
effectiveness (arrangement of sentences for paragraph 
coherence, transitions between sentences, paragraph length). 
Another part of the course is the application of the skills of 
effective sentence and paragraph construction to the 
development of narrative, expository, and descriptive 
compositions. The student will produce samples of these 
types of writing. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: None 

    
    
HU101 Survey of Literature This course is an introduction to literary structure, sound, 

and sense obtained through the examination of a number of 
illustrative literary texts (short stories, poems, plays). In 
addition to reading and discussing various works, students 
will be expected to write short-answer responses and in-
depth essays. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: None 

    
    
HU102 Introduction to Philosophy This course is a study of philosophy and the traditional 

concerns of ethics, epistemology and metaphysics. The 
course also provides the student with a study of human 
nature, God, and the fundamental arguments, approaches 
and types of issues in philosophy. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: None 
    
    
NS101 College Algebra This course provides an introduction to algebra with 

operations in real numbers, linear equations and 
inequalities, formulas and applications from geometry, 
polynomials and exponents, factoring trinomials, solving 
quadratic equations, solving equations with radical 
expressions. 

   
  4 Credits 
 Class: 48 lecture 
 Prerequisite: None 

    

 
  


