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WHAT IS A PARALEGAL? 
     A seasoned paralegal will 

tell you a paralegal is the 

person responsible for file 

organization, collection of 

documents, review­ing 

exhibits, reminding attorneys 

about deadlines (more than 

once), and, perhaps, writing 

briefs. A paralegal student, on 

the other hand, will probably 

say that a paralegal assists the 

attorney with any required 

tasks. And an office 

administrator may make no 

distinction between a 

paralegal and the clerical 

staff. 

     Officially, the American 

Bar Association defines a 

paralegal as "a person 

qualified by education, 

training or work experience 

who is employed or retained 

by a lawyer, law office, 

corporation, governmental 

agency or other entity who 

performs specifically 

delegated substantive legal 

work for which a lawyer is 

responsi­ble." (Adopted by 

the ABA in 1997.)  

     While many state 

paralegal associations  are 

working with their state bar 

associations to have a 

definition of the term 

"paralegal" adopted or a 

certification program 

approved, the perennial 

question of what a paralegal 

can and cannot do gains new 

importance.  Firms that have 

employed paralegals for many 

years may take for granted 

that parale­gals and attorneys 

are aware of the ethical  

requirements placed upon the 

paralegal profession, while 

the question of ethical  

guidelines may be something 

new to firms thinking of 

hiring its first paralegal. 

     Paralegals, however, should 

always  be  aware of what they 

can do, and the tasks that they 

cannot perform, 

including .accepting cases, 

setting fees or offering  legal 

advice which constitutes 

unauthorized practice of law 

(UPL). 

     Canon 2 of the NALA 

Code of Ethics provides that 

paralegals "may perform any 

task which is properly 

delegated and super­vised by 

an attorney, as long as the 

attorney is ultimately respon­

sible to the client, maintains a 

direct relationship with the 

client, and assumes 

professional responsibility for 

the work product." Firms 

should remain prudent in their 

responsibilities to oversee the 

paralegals work and maintain 

direct contact with the clients, 

especially when a paralegal 

has worked for the same firm 

for many years and the 

attorney has become 

comfortable with the 

paralegal's abilities. 

     Canon 6 spells out the 

need for paralegals to 

continue their education and 

skills by participating in 

continuing education 

opportunities. This Canon 

states that a "legal assistant 

must strive to maintain 

integrity and a high degree of 

competency through 

education and training with 

respect to professional 

responsibility, local rules and 

practice, and through con­

tinuing education in 

substantive areas of law to 

better assist the legal 

profession in fulfilling its 

duty to provide legal service." 

Technology for law firms is 

changing and improving daily 

and paralegals are often at the 

forefront advising firms on 

which technology would best 

help their firms. Attending 

paralegal seminars and 

technology seminars, while 

providing great networking 

opportunities, also provides 

paralegals with a wealth of 

knowledge to help keep their 

computer skills updated and 

to stay current with rule 

changes and standard forms. 

     Finally, Canon 4 states that 

paralegals "must use 

discretion and 

professional :judgment 

commensurate with 

knowledge and experience 

but must not render 

independent legal judgment in 

place of an attorney. The 

services of an attorney are 

essential in the public interest 

whenever such legal 

judgment is required." 

                     (Continued on page 9) 
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FROM YOUR PRESIDENT 

 

 Can you believe it?  Itôs 2009 and LAPSWV is turning 5 years old.  Wow, what an accomplishment!!  It seems 

like only yesterday that a handful of dedicated paralegals got together and decided to form an organization that would 

benefit legal assistants/paralegals in the Charleston and Huntington areas of Southern West Virginia.  Great aspirations and 

ñteamworkò played an integral part in bringing LAPSWV to life.   

 

 LAPSWV has made great strides in the past 5 years. It didnôt happen overnight - it took teamwork to get us where we are today.  

Teamwork allowed LAPSWV to provide a forum for the exchange of viewpoints on matters involving the legal assistant/paralegal 

profession; teamwork raised professional standards and provided opportunities for personal growth and development through educational 

experiences; and teamwork allowed LAPSWV members to network with each other and other professionals in the legal field.  It takes 

teamwork to coordinate and plan monthly lunch & learns, quarterly membership meetings, fund-raising events, holiday socials, educational 

scholarships, and annual seminars. 

 

 So, what exactly is teamwork?  Wikipedia, the free dictionary, defines teamwork as ña joint action by 2 or more people or a 

group, in which each person contributes with different skills and subordinates his or her individual interests and opinions to the unity and 

efficiency of the group in order to achieve common goals."  Teamwork doesnôt mean you give up your individuality in LAPSWV, it means 

you coordinate your personal contributions and aspirations with other LAPSWV members in an effort to strive toward and ultimately reach 

a common goal.  Teamwork means you grow as the organization grows.   

 

 As a member of LAPSWV, you have contributed in one way or another to the teamwork that has promoted this growth. By 

attending lunch & learns or holiday socials, by serving on a committee or helping with a fund-raising event, or assisting in the planning of 

our annual meetings, you have been a very important part of LAPSWV.  By sharing your ideas or criticism, yes, I said criticism, you have 

allowed LAPSWV to inquire into new areas of educational or community projects, or you have caused us to step back to see if we are 

headed in the right direction. 

 

 In the past 5 years, LAPSWV has grown as a result of your contributions as a team player.  LAPSWV has grown from giving a 

single educational scholarship to a Marshall Legal Assistant Program student, to adding a scholarship for a member to take the CLA exam 

and a scholarship for a certified member to take an Advanced Paralegal Certification exam.  We have grown from giving an annual 

donation of $50 or $100 to a charitable organization to providing Christmas to three children in a single-parent home in 2007 and filling and 

delivering 100 holiday stockings to the pediatric units in five hospitals in Charleston, Huntington, and Ashland in 2008.  These are just a 

few examples of how your teamwork has allowed LAPSWV to grow.  

 

 Our primary goals in 2009 are to continue the educational opportunities for our members and to adopt one or two charitable 

organizations where we can provide year-round community service.  The educational opportunities have a firm foundation, from which we 

can work, but the year-round community service project wonôt happen overnight ï it will take the collective coordination of each LAPSWV 

memberôs personal contributions and aspirations to reach this goal.  It will take your dedication to make this project successful. 

 

 Our first five years can serve as a benchmark to guide us through the next five, but we canôt forget to be part of the team.  I want 

to challenge each member to attend at least five (5)  lunch & learns in his or her area over the next year; to offer suggestions for and 

participate in holiday socials; to ask to serve on a committee or help with a fund-raising event; or assist in the planning of our Fifth Annual 

Seminar and Meeting on June 5, 2009; and to sit for the CLA/CP exam or take the APC exam.  I encourage you to set aside time to 

contribute to our year-round community projects once they have been established.  Finally, I ask for your constructive feedback on what 

you want as a LAPSWV team player.  Our members are our most  important assets and the continued hard work and dedication each 

member contributes as a LAPSWV team player will only make us a better organization in the years ahead.   

 

 Join me in celebrating five productive years of LAPSWV!  With warmest regards, I remain 

 

         Sincerely, 

 

         Cynthia L. Lowther, ACP 

         2008-2009 LAPSWV President 
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Audit Committee 

Patricia Schoolcraft, CLA - Chair 

Renee Clay, CLA 

Randall Wagner, CLA 

Bylaw Review Committee 

Patricia Schoolcraft, CLA - Chair  

Nisa Holbrook 

Jane Lambert, CLA 

Debbie Platt, CP 

Shannon Todd, ACP 

Randall Wagner, CLA 

CLA Study Program 

Donna Losey, CLA - Co-Chair (Huntington) 

Anna Skaggs, CP -  Co-Chair (Charleston) 

Renee Clay, CLA  

Jill Francisco, ACP 

Patricia Schoolcraft, CLA 

Educational Programs 

Lorena Shingleton, ACP - Chair (Charleston) 

Donna Losey, CLA - Co-Chair (Huntington) 

Renee Clay, CLA 

Jill Francisco, ACP 

Cynthia Hammons 

Margie Kiper 

Teresa McNeely, CP 

Finance 

Karen Nichols, ACP - Chair 

Fund-Raising   

Karen Nichols, ACP - Chair 

Anna Skaggs, CP 

Lacy Stamper 

Membership   

Loretta Stevens, CP - Chair 

Miranda Byrnside 

Renee Clay, CLA 

Jill Francisco, ACP 

Margie Kiper 

Donna Losey, CLA 

Patricia Schoolcraft, CLA 

Rhonda Swartz, CLA 

Newsletter  

Lorena Shingleton, ACP - Chair 

Loretta Stevens, CP  

Peggy Holland 

Nominations/Elections  

To be appointed by President in April, 2009 

Public Relations/Community Services  

Karen Nichols, ACP - Chair 

Sandra Castillo, CLA 

Peggy Holland 

Margie Kiper 

Website 

Cynthia Lowther, ACP - Chair 

Tammy Welch, CP 

2009 Seminar Planning Committee 

Lorena Shingleton, ACP - Chair 

Renee Clay, CLA 

Jill Francisco, ACP 

Nisa Holbrook  

Peggy Holland  

Debbie Platt, CP 

Michele Richards 

Anna Skaggs, CP 

CURRENT 

MEMBERSHIP 

INFORMATION:  

78 MEMBERS  
as of 03/15/09 

 

72 Active members; 

2 Student members;  

2 Sustaining members; 

and  

2 Provisional members. 

 

 

 

 

 

 

 

 

 

 

**We do our best to make sure we acknowledge every memberôs birthday. If we miss your birthday, please forgive 
us AND let us know so we make sure our records are updated. 

January 

Renee Clay, CLA 

Stacy Cremeans 

Karen Nichols, ACP 

 

February 

Carol Greenless 

Brandy Hayton, CP 

BIRTHDAY WISHES TO OUR MEMBERS  

Cynthia L. Lowther, ACP 
Steptoe & Johnson PLLC 

P O Box 1588 
Charleston WV 25326-1588 

president@lapswv.org 

2008-2009 LAPSWV EXECUTIVE COMMITTEE 
 Lorena Shingleton, ACP 

Steptoe & Johnson PLLC 

P O Box 1588 
Charleston WV 25326-1588 

firstvicepresident@lapswv.org 

Loretta Stevens, CP 
Kay, Casto & Chaney PLLC 

1500 Chase Tower                 
707 Virginia Street, E         

Charleston WV 25301         

secondvicepresident@lapswv.org 

Karen Nichols, ACP 
Jackson Kelly PLLC 

P O Box 553 
Charleston WV  25322          

treasurer@lapswv.org 

Donna Losey, CLA 
Lamp, OõDell, Bartram, Levy & 

Trautwein PLLC 
P O Box 2488 

Huntington WV 25725 

nalaliaison@lapswv.org 

Tamara Welch, CP 
Jackson Kelly PLLC 

P O Box 553 
Charleston WV  25322         

historian@lapswv.org 

Secretary - This position is currently open - Karen Nichols, ACP has been appointed to handle the responsibilities of this office until a member 

is elected to this position at LAPSWV's Annual Meeting on June 5, 2009. 

March 

Melanie D. Hicks 

Peggy Sue Holland 

Pamela S. Hudson, CLA 

Katie Andreau Kendall 

Rebecca Kessler 

Paula Smith 

Lacy A. Stamper 

Sherry White 

mailto:president@lapswv.org
mailto:firstvicepresident@lapswv.org
mailto:firstvicepresident@lapswv.org
mailto:secondvicepresident@lapswv.org
mailto:treasurer@lapswv.org
mailto:nalaliaison@lapswv.org
mailto:historian@lapswv.org
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NO EXCUSES! 

CONTINUING LEGAL EDUCATION  

By Cassandra Oliver, ACP 

 It is difficult to understand why some 

paralegals pass up the many rich opportunities 

for continuing legal education at their disposal. 

Some may believe they are too busy and others 

may simply think they donôt need to continue 

their educations. Either conclusion is erroneous. 

 In a field as challenging as the paralegal 

profession, continuing education should be a top 

priority for those committed to excellence and 

pursuing career advancement. Education has 

been referred to as its own reward, but its 

benefits extend far beyond personal reward in a 

profession such as ours. 

 Continuing legal education (or, continuing 

paralegal education, if you prefer) offers the 

following: 

Å It improves legal acumen (maintain and 

expand your knowledge of the law) 

Å It improves skills (fine-tune problem 

solving, legal analysis, communication, and 

factual investigation skills) 

Å It provides accountability regarding 

competency  

Å It increases confidence (personal, private 

and public) 

Å It equips you for maintaining high standards 

of professionalism 

Å It satisfies your firm, state or organizationôs 

CLE requirements 

 Paralegals have taken many paths to their 

careers, and each paralegalôs work product is 

contingent upon a mixture of experience, skills 

and education. This is true whether working for a 

law firm, corporation, government agency, or 

freelance. 

 There are seemingly countless CLE 

opportunities of broad interest, and the 

requirement for a paralegalôs continuing 

education is not dictated by a single entity. 

Generally, it is directed by the needs of the 

workplace, our associations, or personal desires. 

With or without direction from others, we each 

make the final decision individually. 

Pinging 

  When submarines are submerged, they 

transmit sound pulses into the water and listen 

for the echoes in order to detect submarines, 

ships, and mines. Submariners call this 

ñpinging.ò 

 Pinging is an important underwater 

navigation strategy, and something similar could 

be quite useful for paralegals. You can ñpingò by 

using continuing legal education opportunities to 

accurately locate yourself in the sea of 

knowledge and skills needed for your career. 

 Confirming your position allows you to 

be better prepared to work under the 

supervision of an attorney in providing service 

to clients. It also bolsters confidence in 

making work product decisions as well as in 

speaking out with moral courage when 

required. 

 CLE can keep paralegals on top of legal 

and ethical obligations. There will be times 

when legal assistants must remind the public 

and attorneys that paralegals cannot offer legal 

advice, accept a case, set fees, and so forth. 

High professional standards contribute to the 

confidence of attorneys and the public in 

paralegalsô work products. In this regard, your 

reputation has a direct impact on your career 

and CLE equips you to make correct 

decisions. 

 Paralegals who make self-assessments 

are better prepared to set realistic career goals 

for personal and professional development to 

fully realize their potential and success. Just as 

commitment to your career is a driving force 

toward achieving goals and excelling, CLE is 

vital on the career development road. 

No Excuses 

 The benefits of CLE are many and so are 

the excuses for not taking advantage of CLE 

opportunities. Consider the words of Bo 

Bennett, multi-millionaire businessman and 

author, who has said, ñan excuse becomes an 

obstacle in your journey to success when it is 

made in place of your best effort or when it is 

used as the object of the blame.ò 

 As our population expands and the need 

for legal services increases, the demand for 

paralegals grows as well. With this growth, 

paralegal assignments will expand and 

competition will increase. It is no longer 

enough to simply stay abreast of changes in 

the law and maintain current skill sets, we 

must also prepare for more responsibilities. 

Many of these new responsibilities will 

require less supervision as work experience 

and education is gained. 

 The value of continuing education has 

been recognized by NALA since its inception, 

and it offers a rich variety of seminars, 

workshops, Webcasts, and certification 

programs. See NALAôs Web site at 

www.nala.org for information regarding 

current CLE opportunities, including 

traditional classroom courses as well as 

Internet based programs. 

 An examination measures the takerôs 

knowledge at a specific point in time and is 

not a sure indicator of performance in the 

middle-to-distant future. For this reason, 

NALA does not provide lifetime certification 

for any of its certification programs (CLA/CP 

or ACP). 

 Certified paralegals must complete 50 

hours of CLE credit (including ethics) for each 

five-year certification period. An average of 

10 hours of education is needed per year to 

maintain the CLA/CP or ACP credentials. 

This CLE requirement ensures that CLA/CPs 

or ACPs are keeping up with current law and 

procedures relevant to their work. This 

obligation safeguards the integrity of the CLA/

CP and ACP designations as the foremost 

professional credentials available to 

paralegals. 

 There is no excuse for not availing 

ourselves of these opportunities. As Bennett 

observed, an excuse is a poor substitute for a 

best effort. 

Other Opportunities 

 For those wanting to expand their 

knowledge while controlling cost, the CLE 

provided by local paralegal associations are 

inviting options. When saving time is 

important, programs offered over the Internet 

might be helpful (no wasted time commuting). 

 Bar associations are also good resources 

for CLE. Search your state barôs Web site for 

upcoming CLE, and have your name added to 

their mailing list. Whichever CLE resource 

you prefer, take steps to confirm that the 

material will be provided by qualified 

presenters. Also, in order to get continuing 

education credit from NALA, the program 

must meet NALAôs requirements (found at 

NALAôs Web site). 

 The ABA offers CLE through live 

seminars, telephone conferences, and online. 

The CLE calendar at the ABA Web site 

provides a list of institutes, teleconferences, 

videoconferences, live audio and video 

Webcasts. Check the ABA Center for 

Continuing Legal Education Web site at 

www.abanet.org/cle.  

 Ultimately, the value of CLE is only 

realized through participating. Assess where 

you are and where you want to go in your 

paralegal career, then incorporate CLE to help 

you get there. No excuses. 

"Reprinted with permission of NALA, The Association of Legal Assistants/

Paralegals, and Cassandra Oliver, ACP.   The article originally appeared in 

the January, 2009 Career Chronicle issue of Facts & Findings, NALAôs 

quarterly magazine for paralegals. The article is reprinted here in its 

entirety. For further information, contact NALA at www.nala.org or phone 

(918) 587-6828." 

http://www.nala.org
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UPL? Watch For These Red Flags! 

By Vicki Voisin, ACP 

Generally, the practice of law is defined as giving legal advice or opinions to others or representing others in legal 

matters. However, there is no single complete definition of the practice of law. Every state defines the practice of law by 

statute. These statutes, as well as the rules and cases that define the practice of law, are continually changing and evolving.  

 

It's interesting to note that an ABA task force specifically directed to prepare a model definition of the practice of law 

abandoned its task in March 2003. The members of the task force could not come to an agreement on the definition. 

 

While the actual definition is difficult to pin down, one thing is certain: the unauthorized practice of law is a criminal 

offense and usually a misdemeanor. UPL does not apply only to nonlawyers who deliver legal services directly to the public. Attorneys can 

commit UPL. Paralegals working under the supervision of an attorney can commit UPL as well if they are not properly supervised, set fees, give 

legal advice or appear in court.  

 

Attorneys must be licensed by the state where they practice law. An attorney who practices law outside the jurisdiction where he or she is 

licensed is committing UPL. Thus, if a client wants to transfer title to real property in Florida but the attorney is licensed to practice only in 

Minnesota, you should seek assistance from counsel in Florida. 

 

Only attorneys may represent clients in court. While some administrative agencies allow nonlawyers to represent persons before them, this is 

not so with most courts. There was recently a case involving a New Jersey Attorney who actually sent his paralegal to a court hearing where she 

advocated for a client. The Disciplinary Review Board is urging censure for this attorney. This paralegal committed UPL while working under the 

supervision of an attorney. (See In the Matter of Neal M. Pomper, Docket No. DRB 08-237)  

 

Only attorneys may set fees. Setting fees is an important step in establishing the attorney-client relationship. For this reason, only the attorney 

may decide what the client will be charged for his or her services. Even if there is a standard fee schedule, it is still up to the attorney to evaluate 

the case and set the fee. Nonlawyers may relay the information about the fees once the attorney provides that information.  

 

Only attorneys may sign pleadings or correspondence that offers legal advice. Nonlawyers may sign correspondence that relays procedural 

information. An exception is the State of North Carolina where nonlawyers may sign pleadings in emergency situations. 

 

Only attorneys may give legal advice. This includes directing or recommending a course of action with legal consequences (such as 'You should 

accept the offer of $1500 offered by the cruise ship for your broken tooth.'); evaluating the probable outcome of a legal matter (such as 'Your 

claim against XYZ corporation will probably net you a seven figure settlement.') or interpreting statutes, decisions and legal documents. 

 

Your challenge: Know that you may relieve the attorney of many duties. You may relay the attorney's advice to the client, draft pleadings and do 

legal research that requires legal interpretation. In these situations, it is the attorney who makes the legal judgment. Your are involved only in the 

assessment of the situation and implementing the attorney's decisions. Be sure to study case law in your jurisdiction and be familiar with the 

Rules of Professional Conduct, Ethics Opinions, and case law. Also, attend ethics courses annually so that you will be up to date on the latest 

ethics education. All of this knowledge will help prevent you from being involved in the unauthorized practice of law. 

 
 2009 Vicki Voisin, Inc.  

 

Vicki Voisin, also known as The Paralegal Mentor, publishes the bi - weekly ezine 'Strategies for Paralegals Seeking Excellence' w here 
she offers tips for paralegals and others who want to create lasting success in their personal and professional lives. Get ti ps and 

information at no cost at www.paralegalmentor.com . 

SCHOLARSHIP APPLICATIONS ARE NOW ON OUR WEBSITE!!  

 

CLA Exam Scholarship 

APC Scholarship 

$500 Education Scholarship 

 

www.lapswv.org/scholarships 

http://www.paralegalmentor.com/news/inc/rdr.asp?565___872472142___http://www.paralegalmentor.com
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IMPRESS WITH PROFESSIONALISM  

By Ellen Lockwood, ACP, RP 

     Whether new to the paralegal profession or a 

veteran, one of the most important aspects of 

our jobs is our professionalism.  To be viewed 

and treated as a professional, you must behave 

like one.  This article discusses some of the 

most common areas where paralegals 

sometimes fall short.  

The Interview 

ǒ Make every effort to arrive a few minutes 

early and be polite to everyone you meet, 

including the receptionist and assistant.  Many 

employers judge applicants by how they interact 

with all office personnel.   

ǒ Donôt say negative things about your former 

employer or company. 

ǒ Send thank-you notes (whether hand written 

or via email) to everyone with whom you 

interview.  You may get the correct titles and 

spelling of names by picking up their business 

cards or from the receptionist.  You may also be 

able to find this information on the company or 

firm website. 

Appearance 

¶ It is safer to dress slightly better than 

required than too casually.  Donôt assume jeans, 

flip flops (no matter how fancy), spaghetti 

straps, Capri pants, t-shirts, cargo pants, and 

similar attire are acceptable.  Watch how others 

dress and review the company dress code if 

there is one.   

¶ Try to minimize the number of items you 

have at work that include cartoon characters or 

other logos that could be considered somewhat 

juvenile or not projecting a professional image.  

While Spongebob Squarepants has become a 

cult classic, others in your office may not view 

your Spongebob tote bag as representing the 

firm or company image. 

ǒ While individuality may be expressed at 

work, items in your cubicle or office should not 

detract from the professional office environment 

or be of a controversial nature.  Even religious 

or political items may be prohibited, particularly 

in federal, state, county, or city offices, as well 

as non-profits that receive government funding.  

You should check with your office manager or 

supervisor before putting anything that could be 

controversial in your work area. 

Interactions with Coworkers 

ǒ Be friendly but donôt engage in too much 

conversation, particularly when you are still a 

recent hire.  Ask questions of coworkers, but 

keep to general topics and donôt provide too 

much personal information about yourself.  

Avoid gossip. 

ǒ Donôt blame others for your mistakes or 

throw others under the bus, even if they are at 

fault.   

ǒ Donôt lie or exaggerate. 

ǒ Refill copier paper, distribute faxes, make 

more coffee if you drink the last of the pot, etc., 

unless someone else is specifically assigned to 

those tasks.   

ǒ Remember that you arenôt being paid to like 

anyone, only to be professional, courteous, and 

get the work done. 

Interactions with Clients 

     Always be friendly, courteous, and respectful 

of clients.  However, be careful not to become 

too comfortable or friendly with clients.  

Maintaining an arms-length relationship is one 

the characteristics of a professional relationship.  

Prompt responses are appreciated and always let 

the client know if a response or project will be 

delayed.  Most clients are willing to grant 

extensions if kept abreast of the situation. 

Interactions with Supervisors 

ǒ When you realize you have made an error, 

immediately report it to your supervisor, along 

with an apology and a suggestion of how to 

correct it.  The effect of the error may be 

considerably less if corrective steps are taken as 

soon as possible. 

ǒ Be respectful of your supervisor and learn 

how to disagree without being disagreeable. 

ǒ Respect the chain of command and learn the 

extremely rare instances when it is appropriate 

to go over someoneôs head. 

\ǒ Donôt take credit for someone elseôs work 

and always recognize everyone who contributed 

to any project. 

ǒ Check with boss before leaving for lunch and 

before leaving at the end of the day, particularly 

if there is a current deadline or project. 

ǒ Donôt complain about coworkers.  Only go to 

your supervisor regarding issues that prevent 

you from getting your work done or procedures 

you think could be improved.  Try not to bring 

up an issue unless you are willing to offer at 

least one possible solution. 

ǒ Realize that in any situation you always have 

the option of working within the system to try to 

change it (but you must also know when to let it 

go), get over it, or find another place to work. 

 

Legal Office Considerations 

 

CLE 

     In addition to attending seminars, everyone 

should also read legal periodicals, subscribe to 

relevant e-groups, and review the rules, codes, 

and statutes in your practice area on a regular 

basis.  Paralegals should also stay current on 

technology.  A good paralegal knows the best 

and most efficient ways to find information, and 

the cost comparison of each method, or at least 

knows how to get this information quickly when 

required.   

Billing 

ǒ Donôt pad your time or double-bill.  Double-

billing is when you bill two different clients for the 

same period of time.  You cannot bill for more 

time than has elapsed. 

ǒ Billing exactly the same number of hours as the 

amount of time you were at the office that day.  

This is not ethically possible.  Regardless of how 

hard you worked and how few breaks you took, 

you did not work all eight hours.  You took a few 

minutes to answer the phone, respond to a 

question, go to the restroom, get something to 

drink, organize your desk for the next day, prepare 

your lunch, etc. 

Confidential Means Confidential 

 

     In addition to not disclosing confidential 

information, we should work to avoid even the 

appearance of impropriety.  If your behavior is 

consistently above reproach, then when 

confidential information gets out (and it sometimes 

will), your past conduct will assure others that the 

information could not have come from you. 

Outside of the Office 

     Our actions outside the office may also be 

considered a reflection of where we work.  

Behaving in an unethical manner, including doing 

anything illegal (driving under the influence,  

writing a hot check, etc.) or behaving in an 

unbecoming way (such as having a screaming 

fight in public) may have professional 

ramifications if such behavior is noticed by or 

reported to supervisors.  Your private life should 

be kept private. 

     There will always be someone who is more 

qualified, has more credentials, or education, or 

experience than you do.  Ultimately, all you have 

is your reputation. 

     In an unregulated profession, the only standards 

we have are those we set for ourselves and the 

only person responsible for whether we meet those 

standards is the individual.  If we expect others to 

view us as professionals and to treat us as 

professionals, we need to conduct ourselves as 

such.  To raise our profession and its members, we 

must strive to meet the highest standards possible, 

despite there being no regulatory agency, no 

guidelines to which all paralegals must adhere, no 

authority to which to answer.  Only when we act 

as professionals in every area of our profession can 

we truly expect others to view us as such.   

"Reprinted with permission of NALA, The Association of Legal 

Assistants/Paralegals, and Ellen Lockwood, ACP, RP.   The article 

originally appeared in the January, 2009 Career Chronicle issue of 

Facts & Findings, NALAôs quarterly magazine for paralegals. The 

article is reprinted here in its entirety. For further information, 

contact NALA at www.nala.org or phone (918) 587-6828." 

http://www.nala.org
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GET TO KNOW YOUR 2008-2009 EXECUTIVE COMMITTEE  

Family:  Significant 

Other: James Kline; 

Son: John Kline 

(Charleston, SC); and 

our adoptive son: 

Chauncey (our 8-year 

old English Springer Spaniel who 

doesnôt understand the concept 

that he is a dog). 

Name a talent you rarely use at 
work:  This question assumes I 

have a talent. I love to do anything 

with art, i.e., drawing, painting, 

creating floral arrangements, just 

to name a few. 

What indoor/outdoor activities or 
hobbies do you enjoy?  I enjoy 

hiking and walking with my family 

and my dog. Going to the beach. 

Playing and watching soccer. I 

enjoy traveling across West 

Virginia and surrounding states 

and seeing all the parks, forests, 

and historical landmarks.  I also 

enjoy working in my yard, 

especially in my herb garden. 

Work:  I am a paralegal in the 

Charleston office of Steptoe & 

Johnson PLLC.  I currently work 

within the Environmental/

Regulatory Group of the Business 

Department where I handle mass 

litigation and toxic tort cases, in 

addition to matters before the Air 

Quality and Environmental Quality 

Boards of the West Virginia 

Department of Environmental 

Protection.  Prior to moving to the 

Environmental/Regulatory Group, 

my primary focus was general 

litigation with an emphasis on 

medical malpractice and long-term 

care defense. 

What do you enjoy about the 
paralegal profession?   I enjoy the 

mental challenge of staying on top 

of a case and working with the 

attorney to reach a positive 

outcome for our client.  I also 

enjoy the ability to network with 

other paralegals in West Virginia 

and across the country, learning 

new and value skills and ideas, and 

creating lasting friendships. 

What do you enjoy most about 

being a member of LAPSWV?  

The aspect I enjoy most about 

being a member of LAPSWV is 

having the privilege to meet and 

become friends with so many 

wonderful and talented paralegals.  

The camaraderie and networking 

there is always something new to 

learn.  I canôt see myself in any 

other profession. 

What do you enjoy most about 

being a member of LAPSWV?  

Being involved in a professional 

organization such as LAPSWV has 

afforded me the opportunity to 

meet paralegals with different 

backgrounds and specialties.  The 

friendships and networking that I 

have gained through my 

membership is priceless.   

Are you a member of NALA?  If 

so, how long?  Yes.  I have been a 

member of NALA since 

September 2005.  I was also a 

member of NALAôs Inaugural 

LEAP Program (Leadership 

Enhancement and Preparation) in 

2008.  I was one of only 14 

paralegals chosen from across the 

United States and the only West 

Virginia paralegal selected to 

participate in this program. 

When did you get your CLA?  

September 2005 

When did you get your ACP?   

March 2007 

Why did you decide to become 
certified?   It was a personal goal 

of mine. 

Would you recommend 

certification to other paralegals?  
If so why?   Yes.  Our profession 

is constantly growing and being 

certified puts one in a category all 

of their own.  When you see 

someone with a CLA credential, 

you can rest assured that they 

know what they are doing.  The 

CLA Exam is not an easy feat, but 

it is also not an impossible goal to 

achieve.  It takes a little time and 

commitment but it is well worth it. 

What goals would you like 

LAPSWV to achieve this year?  I 

would like for LAPSWV to hold a 

CLA review course in the fall of 

2009; I am anxious for the website 

committee to launch the ñMembers 

Onlyò section on our website; and 

I would love to see more members 

become actively involved in 

LAPSWV committees and 

community projects. 

among LAPSWV members is 

extraordinary. I have met and 

gained friends I know I will have 

for many years to come.  

Are you a member of NALA?  If 

so, how long?  Yes.  I have been a 

member of NALA since January 

2006, and am currently serving in 

my second year of a three-year 

term on NALAôs Professional 

Development Committee.  

When did you get your CLA?  

January 2006 

When did you get your ACP?   

March 2007 

Why did you decide to become 
certified?   At my age, the thought 

of quitting work to go back to 

school, or going to school part-

time to complete my degree, was 

not realistic.  Studying for the 

CLA examination allowed me the 

opportunity to continue working 

full-time while studying. My 

decision to become certified was a 

personal challenge to myself, 

knowing that I was in a field that 

was  becoming more and more 

competitive to those individuals 

who did not have a degree or 

certification. 

Would you recommend 

certification to other paralegals?  
If so why?    I would highly 

recommend certification to other 

paralegals.  The knowledge and 

self-esteem you gain from 

studying for the examination is 

immeasurable, not to mention the 

friendships you gain if you 

participate in a study group.  

However, it should be noted that 

receiving your certification is not a 

guarantee that your employer will 

monetarily reward you for 

attaining such a goal ï you need to 

do it for your own self reward. 

What goals would you like 

LAPSWV to achieve this year?  

As the 2008-2009 President of 

LAPSWV, some the goals I would 

like to see LAPSWV achieve this 

year are: (1) a more user-friendly, 

member interactive website; (2) 

more involvement from the 

membership at organizational 

functions and on committees; (3) 

for LAPSWV members to become 

more involved in community 

activities; (4) to organize student 

membership or chapters at 

Marshall University, Mountain 

State University, West Virginia 

State University, and West 

Virginia Junior College; (5) to 

work with the West Virginia State 

Bar on forming a paralegal 

division; and (6) for LAPSWV to 

become better known and 

respected within the legal 

community wherein we are able to 

provide better educational 

opportunities for the paralegal 

profession.  

Family:  I have  

       been happily                   

       married to Jason for 

       7 years. We are the 

       proud parents of 5 

       animals (dogs -                         

Cookie, Winnie, and  Chloe; cats ï 

Jesse and Georgie).   

Name a talent you rarely use at 
work:  Baking and decorating 

cakes. 

What indoor/outdoor activities or 

hobbies do you enjoy?  I love 

Virginia Tech football.  I enjoy 

traveling, reading, baking, and 

spending time with my nieces and 

godsons.  I like to visit old 

museums or anything that has to 

do with history and I enjoy 

volunteering with my community, 

work, etc.  I am always busy 

helping  others. 

Work:   I am a paralegal in the 

Charleston office of Steptoe & 

Johnson.  I work in the 

Environmental/Regulatory/Energy 

Groups within the Business 

Department.  I am also a registered 

lobbyist for the State of West 

Virginia where I lobby on 

environmental/energy issues.  I 

perform various tasks associated 

with the oil and gas industry, air 

permitting, water resources, public 

utilities, and the coal industry.  I 

also have experience with business 

transactions, leases, titles, well 

permitting, actions in front of 

federal and circuit courts, and 

matters before administrative 

agencies (Environmental Quality 

Board and Air Quality Board of 

the WV Department of 

Environmental Protection and the 

Public Service Commission) 

What do you enjoy about the 

paralegal profession?  I enjoy 

working with environmental law 

because no case is ever the same.     

The law is constantly changing so 
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GET TO KNOW YOUR 2008-2009 EXECUTIVE COMMITTEE (continued)... 

Family:  I am the aunt 

of 14 nieces and 

nephews, great-aunt of 

13 nieces and nephews, 

and the great-great aunt 

of 2 nieces.   

Work:  I wear many hats -- As the 

Librarian of Kay Casto & Chaney 

PLLC, I am responsible for 

keeping the libraries in the 

Charleston and Morgantown 

offices up-to-date, bookkeeping 

aspect of it, legal research, 

organizing WESTLAW and 

LEXIS training sessions, etc.  As a 

paralegal, I am available to all 

attorneys at KCC and do anything 

and everything requested of me, 

from tracking down heirs of estates 

to keeping the files organized and 

anything and everything in 

between.  As a secretary, I am 

assigned to a senior member of 

KCC, and I worked for his father 

prior to being assigned to him, my 

work for him is everything entailed 

in the practice of law.  The areas of 

law that the majority of my career 

has been spent are commercial and 

bankruptcy; sprinkled with 

litigation, real estate, and the 

general mix of things.  I do not, 

however, do family or 

administrative law, and am very 

thankful for that. 

What do you really enjoy about 
the paralegal profession?  It has 

taken me 24+ years to get this far 

é for me, itôs not just the 

paralegal profession, but just the 

legal profession itself.  There are 

so many different areas in which a 

person can go and learn a little bit 

about, or choose to learn 

everything about. 

What indoor/outdoor activities or 

hobbies do you enjoy?  I enjoy 

quilting, cross-stitch, embroidery, 

cooking, baking, gardening, 

canning, making and decorating 

cakes. 

What do you enjoy most about 

being a member of 
LAPSWV?  Being a part of 

LAPSWV has introduced me to a 

lot of different people and areas of 

law and a wealth of information. 

When did you get your CLA?  

2005 

Why did you decide to become 

certified?  It was something I 

wanted to do for myself. 

Would you recommend 

certification to other 

paralegals?  If so, why?  

Yes.  The network that has been 

established in my career with the 

study group in 2005 is priceless 

(sounds like a VISA commercial, 

huh?).  It is an accomplishment 

that no one can take from you and 

if you donôt do it for your job, do it 

for yourself.   

What goals would you like 

LAPSWV to achieve this year?  

As Second VP and Chair of the 

Membership Committee, my hope 

is that our membership will grow 

to more than 100.  

     Family:  Husband:                               

     Charlie; Children:  

     Lance and Jody;         

     Grandchildren:         

    Wyatt, Jared and     

     Ben. 

Work:  I work at Jackson Kelly 

PLLC in the Business Law 

Department. My primary focus is 

business litigation. 

What do you enjoy about the 

paralegal profession?   Variety of 

work duties and constant learning 

opportunities. 

What indoor/outdoor activities or 

hobbies do you enjoy? Sewing, 

gardening, fishing and hunting. 

What do you enjoy most about 

being a member of LAPSWV? 

Educational opportunities and 

wonderful members. 

Are you a member of NALA?  If 

so, how long?  Yes, 4 years. 

When did you get your CLA?  

January 2006 

When did you get your ACP?  

November 2008 

Why did you decide to become 

certified?  To further my education 

and career. Youôre never too old to 

learn. 

Would you recommend 

certification to other paralegals?  
If so why?  Yes.  Studying for the 

CLA exam is a tremendous 

learning experience. It covers all 

aspects of the legal profession. 

What goals would you like 

LAPSWV to achieve this year?  I 

would like to see LAPSWV 

become more involved in the 

community and become well-

known in the legal profession for 

providing educational 

opportunities for the paralegal 

profession. 

      Family:  I have 8 

      lovely nieces and       

      nephews.  

     Work:  I  currently 

     do strictly defense 

litigation at Lamp, O'Dell, 

Bartram, Levy & Trautwein, 

PLLC in Huntington. 

What do you really enjoy about 

the paralegal profession?   I enjoy 

the diversity involved in working 

up different types of cases. 

What indoor/outdoor activities or 

hobbies do you enjoy?  I enjoy 

playing tennis and home projects. 

What do you enjoy most about 

being a member of LAPSWV?  

The camaraderie among members 

and educational opportunities. 

Are you a member of NALA?  If 

so, how long?  Yes, since 2004 

When did you get your 

CLA?   2005  

Why did you decide to become 

certified?   Personal goal 

Would you recommend 

certification to other 
paralegals?  If so, why?   Yes.  It 

is a rewarding experience.  

What goals would you like 

LAPSWV to achieve this 
year?  Become more involved with 

its members and the community; 

increase membership; form a 

student chapter at MU; encourage 

membership into NALA.  

 Family:  I have two 

great kids, David and 

Rachel.  David is 16, 

plays football for 

Riverside High 

School and now has 

his license to   

drive ï I now have a few more 

gray hairs.  Rachel is 12, and plays 

soccer and basketball.  I have a 

great guy, Michael, and we have 

been together for 11 years.   Right 

now, I have 3 dogs, 2 cats, 1 

goldfish.  It is like a zoo at times.   

Work:  I work primarily in 

Medical Professional Liability at 

Jackson Kelly, PLLC defending a 

variety of medical care providers, 

hospitals, and other medical 

facilities.  I have been with 

Jackson Kelly, PLLC for 9 years, 

and have worked in the litigation 

department for 8 years.   

What do you really enjoy about 

the paralegal profession?   I really 

enjoy the work I do, and especially 

enjoy going to trial.  Although the 

hours are long, it is very satisfying 

to see all the hard work during the 

discovery process come to fruition.     

What indoor/outdoor activities or 
hobbies do you enjoy?   I really 

enjoy gardening, vegetables and 

flowers.  I also enjoy playing 

soccer with the kids, as long as 

they donôt expect me to run too 

much.  

What do you enjoy most about 

being a member of LAPSWV?  I 

do enjoy the camaraderie and 

networking.  I look forward to the 

Annual Meeting and Seminar 

every year because that is when 

most of the members are together.    

Are you a member of NALA?  If 
so, how long?  Yes, since January 

1, 2004. 

When did you get your CLA?   

January 2004 

When did you get your ACP?  

That is next on the list of 

accomplishments. 

Why did you decide to become 
certified?  I did not finish college, 

and I wanted to prove to myself 

that I could do it.   

Would you recommend 

certification to other 

paralegals?  If so, why?  
Absolutely!  It is a great 

accomplishment, and being a 

member of NALA is a huge 

benefit to the profession.  NALA is 

great source of information. 

What goals would you like 
LAPSWV to achieve this year?  I 

would like to see more of the 

members take an interest in CLA/

CP study group so all our members 

would take and pass the exam.  

 

 

 

  



Page 9 

Ab Initio Volume V, Issue 1 

(Continued  from page 1) 

     All paralegals, at times, may be required to ask the following questions:  

"Is the task that the attorney is asking me to do outside the realm of ethics...is 

this the unauthorized practice of law...how can I ask to be sure?" For new legal 

assistants, these questions may be particularly diffi­cult and they may need to 

seek out the assistance or advice of a seasoned paralegal. Even seasoned 

paralegals may find themselves struggling with ethical situations in which the 

attorney, either knowingly or innocently, has thrust upon them. It is in these 

times that seeking advice from the managing partner, office manager, or some­

one in the local paralegal association is wise. 

     Seasoned paralegals also need to take an active role in con­tinuously 

educating attorneys, bar associations, the public, and' new paralegals on the 

job responsibilities and functions of parale­gals and the ethical guidelines 

which regulate our profession. We cannot rely on others to be knowledgeable 

in this regard. 

     We must be persistent with this education so that the parale­gal profession 

will continue to grow unhampered by ethical snarls. Opportunities for 

paralegals to work with state and local bar associations will be enhanced by 

our clear understanding of what we do ð and making sure others understand 

as well. 

"Reprinted with permission of NALA, The Association of Legal Assistants/Paralegals, and Cathy L. Davis, 

ACP.   The article originally appeared in the January, 2009 Career Chronicle issue of Facts & Findings, NALAôs 

quarterly magazine for paralegals. The article is reprinted here in its entirety. For further information, contact 

NALA at www.nala.org or phone (918) 587-6828." 

NALA CAMPUS LIVE!                     

SPRING 2009 SCHEDULE 

January 2009  

16 Working for a Corporate Law Department 

February 2009  

6 Judgment and Legal Analysis 

10 American Legal System:  Part 1 

11 Basic Business Organizations 

12 American Legal System:  Part 2 

18 Stark Law v. Anti Kickback Statute 

19 Ethics 

19 Civil Litigation:  Part 1 

20 Written Communications 

24 Civil Litigation:  Part 2 

26 Civil Litigation:  Part 3 

27 Blue Book Review of Citing 

March 2009  

6 Legal Research 

11 Legal Descriptions for Real Estate 

12 What I Want to be When I Grow Up 

16 Fact Investigation & Analysis 

19 Elder Law II 

26 Advanced Ethics 

27 Paralegals As Jury Consultants 

30  E-Discovery:  What Everyone Should 

 Know 

April 2009  

7 Deciphering the Medical Record 

9 Basic Evidence 

16 Ethics and Technology 

16 Intermediate Evidence 

20 Storyboarding Your Case 

21 Corporations:  Mergers and Acquisitions 

23 Intellectual Property Law:  What Every 

Paralegal Should Know 

23 Advanced Evidence 

24 Advanced Discovery Techniques 

27 Legislative and Regulatory Law for  Paralegals 

May 2009 

4 PowerPoint for Paralegals 2007 

5 Deciphering the Medical Record ï               

Intermediate 

6 Marketing Yourself with the Professional 

Portfolio 

11 Power Up Your PowerPoint 2007 

15 Real Estate Title Searches 

15 Things a Bankruptcy Paralegal Should Know ï 

Part 1 

21  Time Management Techniques and Strategies 

 

*Registration fees are $80 per course for NALA 
members, and $105 for non -members.  More than one 
participant per site is $80 for NALA Members, and $105 

for non -members plus $45 for each additional person.  

2009 NALA Annual Convention & 2009 NALA Annual Convention & 2009 NALA Annual Convention &    

Educational WorkshopsEducational WorkshopsEducational Workshops   

July 8July 8July 8---11, 200911, 200911, 2009   

San Diego, CaliforniaSan Diego, CaliforniaSan Diego, California                                                                                                   
www.nala.orgwww.nala.orgwww.nala.org   

 Welcome New Members 

  Approved since January 1, 2009 

 Christine Evans 

 Melanie Hicks 

                Christine Morgan 

 Tiffany Skaggs 

http://www.nala.org
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CONGRATULATIONS!!! 

 

BRANDY HAYTON, CLA 
 

Brandy Hayton, 2008 LAPSWV CLA Exam  Scholarship recipient  

has successfully completed the Certified Legal Assistant  

examination and is now entitled to use the ñCLA/CPò professional credential.   

 

WAY TO GO BRANDY!!! 

LAPSWVõS FIFTH ANNUAL SEMINAR AND MEETINGLAPSWVõS FIFTH ANNUAL SEMINAR AND MEETINGLAPSWVõS FIFTH ANNUAL SEMINAR AND MEETING   

JUNE 5, 2009JUNE 5, 2009JUNE 5, 2009    

COLUMBIA GAS TRANSMISSION BUILDING  

CHARLESTON, WV  

 

Registration Forms and more information will be coming soon!  

 

Seminar topics include:  

Title/Leasing for Paralegals  

Due Diligence  

Office Management/Billing Procedures  

Ethics  

 

LOTS OF DOOR PRIZES AND GIFTS WILL BE GIVEN AWAY!!  

 

If you are interested in being on the Seminar Planning Committee,  

please contact Lorena Shingleton, ACP at firstvicepresident@lapswv.org  



Ab Initio is a quarterly publication of Legal Assistants/Paralegals of Southern 

West Virginia (LAPSWV).  None of the information contained herein is 

intended to be nor should it be construed as legal advice. 

LEGAL ASSISTANTS/PARALEGALS OF SOUTHERN WEST VIRGINIA 

Legal Assistants/Paralegals of Southern West Virginia (ñLAPSWVò) is a non-

profit organization established in 2004 in Charleston and Huntington, West 

Virginia. 

LAPSWV promotes high standards in the legal assistant profession, establishes 

networking resources for legal assistants/paralegals, and provides integrity in the 

legal community.  LAPSWV also contributes to the community by participating 

in a number of charitable programs. 

LAPSWVôs members are employed by law firms, governmental agencies, and 

corporations in Southern West Virginia. 

LAPSWV strives to raise professional standards in the legal assistant/paralegal 

profession.  LAPSWV promotes continuing legal education by offering ñLunch 

and Learnò meetings along with special dinner meetings with speakers covering 

various legal topics. 

P O Box 11488 

Charleston WV 25339 

WEõRE ON  THE  WEB:  
WWW.LAPSWV.ORG 

Direct Comments/Questions to: 

Lorena Shingleton, ACP, Co-Chair 

LAPSWV Newsletter Committee 

Ph: (304) 556-8246 

E-mail: firstvicepresident@lapswv.org 

L E G A L  A S S I S T A N T S / P A R A L E G A L S  
O F  S O U T H E R N  W E S T  V I R G I N I A  

2009 CLA EXAM TESTING DATES  

 

July 24 -25, 2009; Application Deadline:  May 15, 2009  

Late Application Deadline (includes $25 late fee):  May 30, 2009  

 

December 4 -5, 2009; Application Deadline:  October 1, 2009  

Late Application Deadline (includes $25 late fee);  October 16, 2009  

  


