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We have a new look to our News-
letter. Thanks to Sage Solutions 
Group for their support and for 
creating the template for the 
Newsletter. Also, thanks to Brenda 
Hansen for her 2005 contributions 
to the newsletter and to Jennifer 
Spangler who is the Chapter’s 
new Newsletter Coordinator.  
Please let Jennifer know if you 
have any articles that you would 
like published in the future. 

October, 2005 the Small Law Firm 
Group started meeting once a 
Quarter. This is a great forum for 
chapter members from law firms 
with less than 20 attorneys to meet 
and share information.  Thanks to 
Tempie Tavenner for starting the 
group. The next meeting will be 
May 25 at Needham, Mitnick & 
Pollack, PLC in Falls Church.  

Please check out the chapter’s 
web-site, www.alanova.org.  It is 
continuously updated with new 
information, including vendor 
partner information and upcom-
ing chapter meetings and Confer-
ences.

If you haven’t renewed your mem-
bership for this year, please do so.  
Your participation is critical to 
the success of the chapter. If you 
know someone who should be a 
member of ALA, please e-mail me 
at:  lcruse@mwzb.com.

The Vendor Partner Program is 
going strong under the direction 
of Marcie Cedor. We currently 
have 10 vendor partners support-
ing the chapter. We want to thank 
each of our vendor partners for 
their support.  

Our Chapter’s “Golden” Year

The 35th Annual Educational 
Conference & Expo will be held in 
Montreal, May 1-4, 2006. Speak-
ing of conferences, don’t miss out 
on our new contests. We will have 
2 contests this year. The first con-
test will be for 2 lucky members 
to attend the Region 2 Confer-
ence, October 27 & 28 in Louis-
ville, Kentucky. There will be a box 
passed around at each chapter 
meeting for you to put your busi-
ness card in for the drawing.  The 
more chapter meetings you at-
tend the more chances you have 
to win this terrific scholarship. The 
drawing will be help at our August 
17th chapter meeting. 

The second contest will be for 1 
lucky member to attend the 2007 
Annual Conference in Las Vegas, 
4/30/07 - 5/3/07. You need to 
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Our Clients Receive Upgrades
Thousands of Times Every Year 

Wondering how to manage your firm’s massive upgrade? 

You may upgrade your systems every 
three years, but SAGE helps clients 
upgrade all the time. We have upgraded 
thousands of desktops, laptops, and 
servers each year with the latest 
equipment, operating systems, office 
suites, document management systems, 
and more.

www.sagesol.com

Our proven testing, custom automation, 
and floor support means a seamless 
transition for your users, no matter if 
you have 10 or 1,000, one office or twenty.

Visit www.sagesol.com/upgrade/ to receive 
a free guide to upgrading your systems 
and learn more how SAGE can help make 
your next upgrade a success. Or call 
Karin Magness at 202.478.7600.



“Understanding 
fully the services and 
benefits your agency 
provides is the first 
step to a successful 
professional hire.”

�JAN • FEB • MAR • 2006

Contents

FEAtuRES

� Need Help Hiring a 
Professional?

4 Disaster Preparedness & 
Recovery: Part 1

6 Conducting a Productive 
Meeting

15 Gallery: 2006 Changing of 
the Gavel

DEPARtMENtS

1 President’s Column

10 Questions & Answers

12 Board Meeting Minutes

16 Leadership

17 New Member Welcome

Need Help Hiring a 
Professional?

Staffing your firm can be a full time job.  
However, in your world, it is only one of 
the major responsibilities that fall on your 
shoulders. How do you find the time to 
choose the most appropriate professional 
available in the market today? How do you 
know that the candidate you have sched-
uled for an interview is the most qualified 
in the current job market?

There are many avenues for a firm to fol-
low when hiring a professional staff mem-
ber.  You may post 
an advertisement 
notifying the pub-
lic of your opening, 
receive internal re-
ferrals from friends 
and acquaintances 
of current members 
of your firm, or you 
may retain the ser-
vices of a staffing 
agency.  In most 
cases, a firm uses 
all three avenues 
when trying to identify the most qualified 
candidate.

Although using these avenues seems like 
the most efficient way in finding the most 
qualified candidate for your position, there 
are always drawbacks. With your objective 
being to make the right fit in the shortest 
amount of time, posting an advertisement 
will more than likely bring you a great deal 
of unqualified resumes that will take a lot 
of time to review.   Referrals are more con-
venient but may also bring you a number 
of candidates that may not be the right fit.  
Not to mention, that a referral candidate 
usually includes a courtesy interview, which 
again takes up your valuable time.  Work-
ing with an agency will save you valuable 

time that will allow you to focus on your 
other job responsibilities.  Agencies will 
bring to you pre-qualified candidates for 
you to decide upon. You will find that this 
process will be the most efficient way to 
hire a professional.

Not All Agencies Are Created 
Equal 

And… not all agencies operate in the same 
fashion. Therefore, it is crucial to know 
what to expect from an agency. Some 
agencies will send you as many resumes as 
possible, while others will send only one or 

two. Some agen-
cies will pre-screen 
their candidates 
via phone inter-
views only, while 
others may submit 
resumes right from 
the Internet. More 
reputable agen-
cies will meet their 
candidates face-to-
face before submit-
ting them to you.  
Many agencies will 

offer guarantees for their placements, but 
all of them vary in length and amount of 
refund.  Finally, there are agencies that spe-
cialize in legal recruiting and others that are 
generalist firms who have made some legal 
placements.

Understanding fully the services and ben-
efits your agency provides is the first step to 
a successful professional hire.  Establishing 
a strong and professional working relation-
ship with your staffing agency will promote 
efficiency and productivity during your 
candidate search.  The agency should act 
as an extension of your firm.  They need a 
clear understanding of your office environ-
ment and the type of staff that will fit well 

Working with an agency could save valuable time

Christine Rees & Amy Gregory 
Legal Placements, Inc.
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Editorial Policy
ALA NoVa Network Newsletter is pub-

lished quarterly for the members of the 
Northern Virginia Chapter of the Associa-
tion of Legal Administrators to provide 
information and education for legal 
administrators, law office managers, law 
firm managment, and others in law-re-
lated administration. This newsletter is not 
providing legal, financial, or tax advice. All 
articles, letters, and advertisements should 
not be considered endorsements by the 
Northern Virginia Chapter of the ALA. All 
written submissions are subject to editiing 
by the editorial staff and become property 
of the Northern Virgina Chapter of the 
ALA.

Advertising is assigned on an annual 
basis based upon chapter sponsorship. For 
sponsorship information, please contact 
Marcie Cedor at 703-744-8007.

ALA NOVA Mission Statement
The Northern Virginia Chapter serves 

its members by providing a forum for 
improving the quality of their profession 
and that of their law firms through the 
exchange of information and by providing 
educational opportunities to administra-
tors and members of their firms.

The Northern Virginia Chapter was 
chartered in June 1980, and today has 
about 55 active members representing law 
firms, corporate legal departments, and 
government agencies. The Association of 
Legal Administrators (ALA) today has close 
to 10,000 members throughout the world. 
There are four ALA chapters in Virginia: 
Hampton Roads, Richmond, Western 
Virginia, and Northern Virginia. 

Copyright ©2006 
Northern Virginia Chapter, 

Association of Legal Administrators

According to the U.S. Bureau of Labor, only 
25 percent of U.S. companies plan for disas-
ters and most companies that experience a 
major disaster go out of business within five 
years. Regardless of what type of disaster 
affects your business, it’s important to have 
policies and procedures in place before an 
emergency occurs.

I. Policies and Procedures 
that Can Help Prepare the 
Workplace 
• Review, update and store all insurance 

policies, emergency evacuation proce-
dures, current list of employee names, 
emergency procedures and all other 
pertinent documents in a fire proof safe 
or container that you can easily take 
with you during an emergency. 

• Write a disaster recovery plan. Create 
a disaster recovery team, a committee 
of key personnel who can maintain the 
plan and all the necessary documents. 

• Establish or review insurance coverage 
for your business. Find out if the insur-
ance covers loss of personal property, 
loss of revenue, general liability, de-
stroyed documents, debris removal and 
any other expense related to disaster 
recovery. Also, consider coverage for 
other emergencies like crime and kid-
napping liability. 

• Inventory and photo-document your 
business’ contents before and after an 
emergency to prove your losses. 

• Plan for alternate space following a di-
saster. Often businesses are forced to 
relocate their office either temporarily 
or permanently. 

• Back up all computer data and store 
important records and documents off 
site. 

• Create a plan for returning to business 
as usual. 

• Write procedures for the disbursement 
of funds to pay payroll, rent or other ex-
penses during an emergency. 

• Establish an employee assistance pro-
gram to help employees recover finan-
cially following a disaster. 

• Write a succession policy for your busi-
ness that describes the chain of com-
mand during a disaster. 

By creating and establishing policies and 
procedures before the emergency arrives, 
your business will be able to return to nor-
mal operations more quickly. 

II. Preparing: Disaster-
Related Regulations 

A. Does my business need an emer-
gency action plan?

The Department of Labor’s Occupational 
Safety and Health Administration requires 
that all businesses develop an emergency 
action plan. Any business with 10 or more 
employees must have a written plan stored 
on the premises available to all employ-
ees to view. Businesses with fewer than 10 
employees can verbally communicate the 
plan. 

B. What is an emergency action 
plan?

• Procedures for reporting a fire or other 
emergency. 

• Procedures for emergency evacuation, 
including type of evacuation and exit 
route assignments. 

• Procedures to be followed by employ-
ees who remain to operate critical plant 
operations before they evacuate. 

• Procedures to account for all employees 
after evacuation. 

• Procedures to be followed by employees 
performing rescue or medical duties. 

Part 1 of 4

Marc LaFountain 
Virginia Department of Emergency Management

DISASTER PREPAREDNESS & RECOVERY



“Regardless of what type of disaster affects 
your business, it’s important to have policies  
and procedures in place before an emergency 
occurs.”

5JAN • FEB • MAR • 2006

• A list of names or job titles of every 
employee who may be contacted by 
employees who need more informa-
tion about the plan or an explanation of 
their duties under the plan. 

In addition, employers must:

• Have an employee alarm system that 
uses a distinctive signal for each type 
of emergency and complies with OSHA 
requirements. 

• Designate and train employees to assist 
in a safe and orderly evacuation of their 
premises. 

• Review the emergency action plan with 
each employee when the plan is devel-
oped, when an employee is assigned 
to play a role in the plan, when the 
employee’s responsibilities change and 
when the plan is changed. 

C. What are the requirements for an 
employee alarm system?

• It must be louder than the ambient 
noise and brighter than regular light 
levels. Employees who cannot perceive 
sound or light can be alerted through a 
tactile device. 

• It must be distinctive and recognizable 
as an emergency signal. 

• Employers are responsible for making 
sure that the alarm system is in good 
operating condition, including its pow-
er source. 

• An alarm test should be performed ev-
ery two months by trained personnel. If 
there is more than one type of device, 
they should be tested alternately. 

• A back-up alarm system should be avail-
able during primary alarm system tests. 

D. Besides maintaining an alarm 
system, what else is an employer 
required to do?

• Explain to each employee the preferred 
means of reporting emergencies, such 
as manual pull box alarms, public ad-
dress systems, radio or telephones. 

• Post emergency telephone numbers 
near telephones, or employee notice 
boards and other conspicuous locations 
when telephones serve as a means of 
reporting emergencies. 

• Ensure that all emergency messages 
have priority over all non-emergency 
messages where a communication sys-
tem also serves as the employee alarm 
system. 

• Establish procedures for sounding emer-
gency alarms in the workplace. For those 
employers with 10 or fewer employees 
in the workplace, direct voice commu-
nication is an acceptable procedure 
for sounding the alarm provided, all 
employees can hear the alarm. Such 
workplaces need not have a 
back-up system. 

• The employer should 
ensure that employee 
alarm circuitry in-
stalled after January 
1, 1981, is super-
vised and provides 
positive notification 
to assigned per-
sonnel whenever 
a deficiency exists 
in the system. The 
employer shall assure 
that all supervised em-
ployee alarm systems 
are tested at least a n -
nually for reliability a n d 
adequacy.

E. Are employers liable for acts 
done while rendering aid 
during a disaster?

From Virginia Code § 44-146.23: 

• The Commonwealth, its political 
subdivisions, private and public 
agencies and their employees 
and representatives are immune 
from liability while attempting to 
provide emergency services that 
result in death or injury. 

• Any individual who holds a li-
cense or other permit from the 
Commonwealth or its subdivi-
sions showing qualifications for 
professional, mechanical or oth-
er skills needed in a disaster may 
freely render aid involving that 
skill without liability. 

• Anyone who owns real estate or 
premises and grants permission 
for those premises to be used 
as a sheltering facility or other 
emergency service voluntarily 

and without compensation is not liable 
for any death or injury that occurs on 
the premises. 

• Any person, firm or corporation that 
freely services or repairs any electronic 
devices or equipment with the State 

Coordinator’s approval 
will not be liable for negli-
gently causing the death of 
or injury to any person, or 
for the loss of or damage 
to the property resulting 
from a defect or imperfec-

tion in any device that was 
repaired. 

• With respect to actual or 
threatened hazardous substance re-
leases, no legal entity shall be liable 
for civil damages as a result of acts 
taken voluntarily and without com-
pensation in the course of rendering 

care, assistance, advice or in prevent-
ing, cleaning up, treating or disposing 
of or attempting to prevent, clean up, 
treat or dispose of any such discharge, 
provided that such acts are taken under 
the direction of state or local authorities 
responding to the incident. 

• No provision of this section will affect 
the right of any person to receive ben-
efits to which he would otherwise be 
entitled under this chapter, under the 
Workers’ Compensation Act, under any 
pension law or the right of any person 
to receive any benefits or compensation 
under any act of Congress. 

For more information about emergency 
action plans, see OSHA’s Evacuation Plans 
and Procedures Web site at http://www.
osha.gov/SLTC/etools/evacuation/index.
html and the CDC’s Emergency Prepared-
ness for Business site at http://www.cdc.
gov/niosh/topics/prepared/. Also, you 
can visit the OSHA Web site to view all 
codified Occupational Safety and Health 
Standards.

Part two of our series continues in the next issue 

of the NoVa Network Newsletter.



“...the activity of brainstorming can be 
energizing and productive because somewhere 
in all the silliness and far-fetched solutions are 
one or two viable, workable ones.”
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Conducting a Productive 
Meeting
tracy Peterson turner 
President, Managerial Impact

Imagine this scenario: You spend five hours 
per week in meetings held by others. You 
look forward to those meetings because 
they are productive, well run, and efficient. 
As a participant in these meetings, you 
know your time has been well spent and 
you leave feeling valued and appreciated. 
You spend another three hours per week in 
meetings you schedule and facilitate. You 
look forward to these meetings, too, be-
cause the participants are always prepared, 
they offer only insightful and relevant com-
ments, and they maintain their focus on 
the topic of and reason for the meeting.  
If you’re having a reaction right now that 
resembles something like this: “Yes, that’s 
exactly what I experience. My meetings are 
even better than what’s described here,” 
then read no further because you’re al-
ready doing everything I’ll recommend be-
low. Congratulations!

On the other hand, if your reaction sounds 
more like this: “Yea, right! In my dreams! 
Don’t I wish.” Please read on. When 
you facilitate your next meeting, imple-
ment the 10 tips below and your meet-
ings will transform from time-wasters 
to time-maximizers. No longer will your 
staff and coworkers grumble; no longer 
will they feel you’ve wasted their time.  
You may not know it, but when a meet-
ing you hold is considered a failure in the 
eyes of the participants they place all the 
blame on you. When that happens, the 
people you need in your meetings will start 
to find excuses for not being there or they 

may be less than participative when they 
do attend.

What Constitutes a Meeting 
That Fails?

When no clear action items are generated, 
when participants leave the meeting won-
dering what the purpose of that was all 
about, when the participants are wishing 
they could have been anywhere but here. 
Likewise if the meeting is a success, partici-
pants leave energized and ready to take on 
the rest of the day. Good meetings become 
a productive part of their work and not just 
an additional duty.

To help make your meetings productive 
and worthwhile for all concerned, imple-
ment the following tips:

1. Know the purpose of the meeting 

2. Prepare an agenda 

3. Have a skilled facilitator 

4. Have a rotating facilitator for regular 
meetings 

5. Invite the appropriate people 

Know the Purpose of the 
Meeting

There are only three good reasons to hold 
a meeting: 

1. brainstorming 

2. delivering info 

3. gathering info 

Brainstorming in a meeting with a group of 
people for the purpose of solving a particu-

lar-known-problem can result in extremely 
creative solutions. While not all the solu-
tions will be workable, the activity of brain-
storming can be energizing and productive 
because somewhere in all the silliness and 
far-fetched solutions are one or two viable, 
workable ones.

Meetings are also excellent places to deliv-
er information to a large group of people. 
Delivering this information collectively to 
the group helps ensure all people get the 
same information at the same time. This 
will help reduce the spread of rumors and 
also reduces the amount of time that might 
be spent delivering the information to indi-
viduals or smaller groups.

Meetings are excellent, too, for gather-
ing information from a group of people. 
If you manage a team on a collaborative 
project-say writing a proposal in response 
to an RFP, then getting the team together 
to status their work on the proposal and to 
identify any problem areas can help every-
one involved in the meeting have access to 
that information should they experience a 
similar problem or discover a solution.

Knowing for which purpose you are hold-
ing the meeting will help ensure the meet-
ing has a definite reason for being held. 
Too often, managers will hold meetings 
without deciding on the purpose or out-
come ahead of time. The result is an air of 
confusion and people who become frus-
trated. When participants are confused or 
frustrated, they rarely are productive in 
meetings and become even more resistant 
to attending another.

When you can clearly identify the purpose 
for the meeting to both yourself and the 
participants, all concerned can begin to 
prepare for the meeting.



Tracy Peterson Turner during a seminar on 
how to prepare, lead, and follow up to make  
great meetings.
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Prepare an Agenda

Agendas prepared and distributed ahead 
of time help participants get ready for the 
meeting. Unfortunately, too many meet-
ings are held without this essential point of 
preparation. The result is a group of peo-
ple called together, but they don’t know 
the purpose or the topic of the meeting. 
Consequently, they cannot prepare for the 
meeting. Essentially, they walk in the room-
pencil and pad in hand-without any idea 
what will be discussed. This can be terribly 
embarrassing, especially when one of them 
is put on the spot to answer a question or 
to speak to an issue that they didn’t know 
was going to be discussed.

To help others be successful attending our 
meetings, let them know the topic of the 
meeting, the purpose for holding it, and 
the specific items that will be discussed. 
Doing this will give them the opportunity 
to be fully prepared while avoiding the pos-
sibility of embarrassment as well as wasted 
time. 

For agendas to be really effective, assign 
timeframes to each topic of discussion. The 
timeframes should be published on the 
agenda so that participants know how long 
will be spent on each item. This will pre-
vent someone from preparing a 30-minute 
discussion point for an item only allotted 5 
minutes on the agenda. 

When allotting timeframes to agenda items, 
make those timeframes appropriate to the 
topic. For instance, if we’re holding a 45-
minute meeting and plan to discuss three 
items, each item does not receive an equal 
portion of time. Item A may actually need 
only 5 minutes of discussion while Item B 
may require 35 minutes to discuss. That 
leaves 5 minutes for Item C. But don’t for-
get the summary! You’ll need time to wrap 
up the meeting, recap action items (see Tip 
8), and close the meeting. 

Thinking through the appropriate time 
frames for each item will help you as the 
facilitator or leader of the meeting have a 
clear picture of your expectations. When 
you have this clear picture, it’s easier to 
keep the meeting going according to plan. 

A final word about agendas: they must be 
published ahead of time. It does absolutely 
no good to prepare an agenda and assign 
timeframes to the items on that agenda if 
no one attending the meeting is aware of 
them. Instead, distribute the agenda ahead 
of time-at least 24 hours but preferably two 
to three days ahead of the meeting. This 
will allow people to prepare and to bring 
up known problems so that you, as the 
leader, will be completely prepared. 

For instance, if you publish an agenda as 
outlined above and a participant has more 
knowledge about Item A than you, this 

person may bring to your attention that 
discussing that item will really take 20 min-
utes. Knowing this ahead of time will allow 
you to adjust the timing for the meeting or 
adjust the number of items to be discussed 
during the meeting. You’ll be much better 
off knowing this ahead of time rather than 
finding it out at the last minute. 

8
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Have a Skilled Facillitator

A skilled facilitator is the person who keeps 
the meeting on track and on topic. The 
facilitator is responsible for preparing the 
agenda and distributing it as well as ensur-
ing the meeting sticks to the agenda. The 
facilitator doesn’t necessarily have to be the 
person holding the meeting. In fact, some-
times it’s better to have someone other 
than the person who called the meeting to 
facilitate it. Why? It may be the person who 
called the meeting who typically derails it. 

If there is a designated facilitator present, 
that person can help 
keep the person who 
called the meeting on 
agenda. Of course, this 
requires that the person 
calling the meeting be 
aware that they are not 
always the best choice 
for running or facilitat-
ing the meeting. This 
level of self-awareness 
can be very beneficial 
and serve to solve sig-
nificant relationship 
problems in the depart-
ment or organization.

Have A Rotating 
Facilitator 
For Regular 
Meetings

If you hold regular meetings with essen-
tially the same team of people present at 
each meeting, having each person take 
a turn facilitating the meetings can help 
cultivate your team into a group of skilled 
facilitators. This is especially effective when 
you want to grow the professionalism and 
expand the skills of your team. 

Allowing a different individual to facilitate 
each meeting will help them each get a 
sense of what it’s like to have the responsi-
bility for facilitating, to experience prepar-
ing the agenda, and to appreciate what 
meetings are like from the facilitator’s point 
of view. This can be a particularly effective 
tactic when you have one or two habitual 
disrupters in your meetings. 

Assigning the role of facilitating to some-
one who generally disrupts the meeting 
may help that person see just how difficult 
it is to keep each participant’s attention as 
it is. The disruptions only make it worse. Of 
course, if you are going to use this strategy 
you can’t simply single out the disrupters 
and only “make” them facilitate. The lesson 
must be subtle, so rotating the responsibil-
ity through the entire team is most effec-
tive. 

A third advantage to rotating the role of fa-
cilitator among the participants is that do-
ing so removes some of the responsibility 

for the meeting from your shoulders. Yes, 
you’ll have to mentor your facilitators to 
help them be successful in their roles; at the 
same time, however, you’ll find that once 
you’ve modeled for them what the agenda 
should contain and how to allot the time-
frames they will then be able, for the most 
part, to run with that responsibility leaving 
you free for other duties. 

Invite The Appropriate People

A serious frustration point and time-waster 
is when people who need to be in a meet-
ing weren’t invited and those that were in-
vited didn’t need to be there. Having the 
right people at the meeting is essential to 
ensuring topics can be covered efficiently 
and completely. 

How do we figure out who to include? 
By knowing what we want to accomplish 
(brainstorm, deliver information, or gather 
information) and what our specific agenda 
items are we can ensure the right people 
are present. The clearer we are on these 
two points, the easier it is to decide who to 
involve in the meeting. 

For instance, Joe, the head of the produc-
tion department, might be useful to have 
at the meeting; but it might really be June, 
the lead on similar past projects who would 
be better because of her experience and the 
light she can shed on potential problems. 

Perhaps all Joe needs is 
a summary of what was 
discussed rather than to 
take the time out of his 
day to attend a meeting 
June could handle.

Dr. Tracy Peterson Turner 

is an expert in both writ-

ten and verbal communi-

cation. She knows - and 

clearly communicates - the 

traps most professionals 

fall in to when attempt-

ing to communicate with 

those in their work envi-

ronments. She provides 

her clients with clear, spe-

cific, and proven strategies 

to avoid those traps while 

projecting a credible and 

professional image. Dr. Turner has owned and 

successfully operated her business, Managerial 

Impact, in order to bring her expertise to those 

corporations who want their managers to com-

municate more effectively and to individuals 

who want to get their messages heard. She is the 

author of 5 Critical Communication Vehicles, an in-

formative and readable book that helps manag-

ers communicate more effectively every day.
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ASSOCIATION OF LEGAL ADMINISTRATORS

New York City Chapter*

It’s time to participate in ALA’s 2006 Compensation and Benefits Survey.  The survey provides
salary and benefits information on more than 20 administrative positions.  Participation is limited to
ALA members only.  Survey participants are eligible to purchase the survey at a 50 percent
discount.

ALA’s national survey is the best resource for our New York City membership. Over 150 New
York City law firms participated last year, about 50 more law firms than we could get with our own self-
funded chapter-only survey. The national survey therefore has more reliable and useful information. In
addition the national survey is available at very reasonable cost to each participating firm (and at no cost
whatsoever to the New York City Chapter).

The survey was mailed on April 3 to all ALA members.  You  may complete the survey online, or
the old-fashioned way, using paper and pencil.  Completed survey questionnaires must be received or
postmarked by May 15, 2006, in order to be counted.

To participate online, go to the following link:

http://www.readexsurvey.com/ala2006/

To participate “the old fashioned” way, you may complete the questionnaire that was mailed to
you or you can download another copy from the following link:

http://www.alanet.org/whatsnew/compsurvey.pdf

Participation is critical to the success of this project – so do your part to make the 2006 ALA
Compensation and Benefits Survey an invaluable resource you will refer to time and time again. Please
remember that antitrust rules prevent law firms from sharing specific salary information – and the ALA
Compensation and Benefits Survey is the safest and most reliable resource for salary information.  The
more participants, the more reliable the data.

Questions? Please contact Debbie Thormas at dthormas@alanet.org at ALA.

2006 ALA Compensation and Benefits Survey

Printed courtesy of Merrill Corporation Document Management Services
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Questions Answers

employer must be able to show that it dis-
charged the employee for legitimate busi-
ness reasons.  When making this showing, 
it is important that the employer have doc-
umentation to support the reasons for the 
discharge.  The best documentation is con-
temporaneous – written at or around the 
time a performance or conduct problem is 
noted – and is shared with the employee.

In addition, unless the reason for the dis-
charge was sudden and severe (such as 
employee theft or fraud), it is a good prac-
tice to engage in “progressive discipline,” 
which generally involves a series of steps 
including verbal warning, written warning, 
final warning, and then discharge.  This 
does not mean employees are entitled to 
progressive discipline, and it is important 
that any handbook provisions relating to 
progressive discipline clearly state that all 
steps of progressive discipline are within 
the company’s discretion and may not be 
followed in every case.  Instead, it is a good 
employer practice to engage in progressive 
discipline for most ordinary performance 
and conduct problems, in order to give the 
employee notice of the problems and an 
opportunity to improve.  If your company 
ever is called upon to defend the decision 
before the EEOC or a judge or jury, it helps 
to be able to show that the performance 
or conduct problems persisted for a while, 

and that the employee did not improve de-
spite notice of the problems.  The fact that 
an employee was treated fairly is powerfully 
persuasive to the EEOC, judges and juries.

As a result, before discharging an employ-
ee, it is important to review the following 
considerations: First, what is the “legitimate 
business reason” (or reasons) for the dis-
charge?  Who are the decisionmakers, and 
if called to testify about the discharge, what 
would they say? Is there documentation 
of performance or conduct problems or, 
if not, is the employee’s infraction serious 
enough to warrant immediate discharge?  
How have other employees who have had 
similar performance problems been treated 
in the past? And finally, is the discharge 
consistent with your company’s own poli-
cies and practices, written and unwritten?  
Following these guidelines will help ensure 
that all discharge decisions are made in a 
legitimate, nondiscriminatory way, and will 
greatly assist your company in defending 
the decision, should that be required.

Teresa Burke Wright is a partner with the Wash-

ington D.C. Region office of Jackson Lewis, LLP.  

She specializes in labor and employment law.  

Virginia is an “at-will” 
state, and the vast ma-
jority of employees 
working for private 
employers in Virginia 

are employed at-will.  However, at-
will employment does not really mean em-
ployees can be discharged for any reason; 
instead, they can be discharged for any 
lawful reason.  Even when employees are 
at-will, they cannot be discharged due to 
their race, age, national origin, disability, 
gender, religion, or other status protected 
by federal, state and local anti-discrimina-
tion laws.  They cannot be discharged for 
“opposing” discriminatory treatment, for 
filing a charge of discrimination with the 
EEOC, or for participating as a witness in 
the EEOC’s investigation of such a charge.  
Employees cannot be discharged for filing a 
worker’s compensation claim, taking Fam-
ily and Medical Leave Act (FMLA) leave, 
or for engaging in military service.  These 
are just a few examples of the legal limits 
on termination of employees, and they all 
apply despite the existence of an “at-will” 
employment relationship.

When an employee is fired for legitimate, 
lawful reasons, he or she may claim that 
the “real” reason for the termination was 
discrimination, retaliation, or some other 
unlawful basis.  When that happens, the 

We are an “at-will” employer. Our handbook states that we are able to 
terminate employees for any reason or no reason, with or without notice, cause 
or liability. If that is the case, why must we document performance problems 
and ensure that we have a good reason for discharging an employee?

A:
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President’s 
Column

1

attend 8 out of the 12 chapter meeting be-
tween March 2006 and February 2007 in 
order to be eligible for this drawing.  

We have had a few changes in the Chapter.  
Our President, Debbie Stickles, accepted 
a wonderful promotion which was good 
news for her but bad news for the Chap-
ter because she will now be working in the 
Baltimore office and is no longer part of our 
chapter.  Debbie, thank you for your contri-
butions to the Chapter and congratulations 
on your promotion!!  Tom Solak, another 
one of our past presidents, retired at the 
end of the year.  Pam Johnson is planning 
to retire early 2006.  

Finally, on behalf of your 2005 Board of Di-
rectors for the Northern Virginia Chapter, 
I am pleased to report that your chapter 
earned a status of “GOLD” for the Presi-
dents’ Awards of Excellence.  This award 
recognizes chapters for their efforts in ef-
fective chapter management.  Congratula-
tions and special thanks to everyone who 
helped the chapter with the Presidents’ 
Awards of Excellence.

For a decade, Legal Placements, Inc. (LPI) has been providing 

the best people to the best firms. That’s because we have an 

impressive roster of experienced legal secretaries, paralegals and 

contract attorneys to step in and work at a moment’s notice. So, 

when your case load is heavy, our seasoned pros are there ... and 

when the dust settles, they’re off to the next firm in need. With 

our permanent placement attorney division, we’re positioned to 

meet any legal staffing challenge. Plus, Information Technology 

Placements (ITP) can deliver virtually any type of IT pro that you 

might need. Proven Temporary Placements (PTP) fills temporary 

and permanent positions where legal experience is not a 

requirement. So, we have the people you need ... when you need 

them. So, call us or visit www.legalplacements.com today!
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Meeting Minutes
JANuARy 6, 2006: 
WOMBLE, CARLyLE, 
SANDRIDGE, & RICE

treasurer’s Report 

Ben Sotelo reported an ending balance of 
$11, 674.21 as of January1, 2006

Hospitality Chair’s Report

Cheri Edwards is working on the invita-
tions for the Changing of the Gavel.  Kevin      
O’Hare will speak with Gil Carpel regarding 
the event.

Membership Chair’s Report

LeAnn Cruise reported that renewal forms 
will be mailed in two weeks.

Webmaster’s Report

Tempie Tavenner reported that her and 
Marcie Cedor are working on the vendor 
page of the site.  Thirty members have 
signed up and all pictures have been post-
ed.  Tempie is still researching and writing 
the chapter history.

Vendor Relations Chair

Marcie Cedor reported that Compass will 
continue to assist ALA with the web site and 
Sage will assist with the newsletter.  Calen-
dars for the Board meetings and Chapter 
meetings were distributed.

President’s Report

In Debbie’s absence, LeAnn Cruse reported 
that upon taking over as President she will 
focus on increasing attendance at Chapter 
meetings.  There was a discussion on find-
ing speakers for meetings and various social 
events the Chapter is considering.  LeAnn 
announced she is looking for volunteers for 
the following committees: Vendor Partner; 
Education; Newsletter; Community Chal-
lenge; and a Website Coordinator.

FEBRuARy 7, 2006:  
WICKWIRE GAVIN

treasurer’s Report 

Ben Sotelo reported an ending balance of 
$13,847.34 as of February 5, 2006

Hospitality Chair’s Report

Cheri Edwards reports the Changing of the 
Gavel event will be April 19th or April 20th 
and that Gill Carpel from Washington Ex-
press will sponsor the event.

Membership Chair’s Report

LeAnn Cruise reported that renewal forms 
were mailed and should have been re-
ceived.

Newsletter Editor’s Report

Brenda Hanson welcomed Jennifer Spangler 
who will be taking over the newsletter.

Webmaster’s Report

Tempie Tavenner reported that the calendar 
on the website is up to date and that sixty 
percent  of ALA members have logged onto 
the “Members Only” section.  Tempie dis-
tributed a list of Chapter Awards the NOVA 
ALA chapter has received since 1996.

Vendor Relations Chair

Marcie Cedor distibuted an updated ven-
dor list.  Meridian joined the Chapter at the 
Friendship level.

President’s Report

In Debbie’s absence, LeAnn Cruse reported 
that when she takes the role of President, 
her Board will include Brenda Hansen as 
President Elect; Marcie Cedor as Vice-Presi-
dent; Lori Holland as Secretary; Ben Sotelo 
as Treasurer and Kevin O’Hare as Regional 
2 Council Representative. The Committees 
will include Cheri Edwards for Hospitality; 

Marcie Cedor for Vendor Partner; Jennifer 
Spangler for Newsletter and Lynda Tomp-
kins for Community Challenge. LeAnn will 
continue the Membership committees.  
Volunteers for the Education committee 
and Website committee are still needed.

It was decided that five ALA members will 
attend the Regional 2 Conference in Lou-
isville in October. It was decided that the 
Board will send three Board members to 
the CLI in Texas on June 23-25.

LeAnn is completing a questionaire on ad-
jectives that best describe the NOVA Chap-
ter. The Board came up with professional, 
vibrant, lively, supportive and accessible.

It was decided that a donation of $100.00 
would be made in honor of Martha Llano, 
ALA President Elect who passed away sud-
denly on January 28, 2006.



MARCH 7, 2006: 
KAtz & StONE

treasurer’s Report 

Ben Sotelo reported that receipts for the 
month totaled $3,560.00.  There were no 
disbursements.  On March 6, 2006, the fi-
nancials showed an ending balance of $17, 
417.34. 

Hospitality Chair’s Report

Cheri Edwards reports the Changing of the 
Gavel event take place on April 19 at Col-
vin Run.  The event will be sponsored by 
Washington Express, Allied Office Products, 
Osmio, Office Movers and Sage Solutions 
Group.

Membership Chair’s Report

In LeAnn’s absence, Brenda Hansen re-
ported that four new members joined the 
Chapter this month.

Newsletter Editor’s Report

Jennifer Spangler reported that Sage is put-
ting together content for the newsletter.  
She distributed a mock up of the proposed 
format for the Board to review.  

Education Chair’s report

In Diane’s absence, Brenda Hansen report-
ed that education topics and suggestions 
are welcomed.  The Board discussed ideas 
and suggested that Diane Dongora from 
the National Chapter discuss how to maxi-
mize your ALA membership.  Kevin O’Hare 
will schedule the topic.

Webmaster’s Report

Tempie Tavenner reported that Kappa 
Mann will be taking over the role of Web-
master.  The board thanked Tempie for all 
of her hard work on the web page.  Tempie 
distributed the NOVA ALA history for the 
Board to review.

Vendor Relations Chair

Marcie Cedor distributed an updated ven-
dor list.  Allied Office Products joined the 
Chapter at the Gold level and Sunny’s 
Limousine at the Bronze level.  The board 
agreed to ask each ALA member to intro-
duce themselves at the start of Chapter 
meetings to aide in vendor and new mem-
ber name and face recognition.  The Board 
members will continue to arrive early to 
Chapter meetings to meet and greet ven-
dors and chapter members at the door.

Past President’s Report

Kevin O’Hare reported that Beers and Cutler 
will be speaking at a future chapter meeting 
on the topic of financials.  Kevin requested 
interesting topics from the Board.  One 
idea topic is leasing versus renting verses 
purchasing.  It was announced that Lorri 
Holland, Ben Sotelo and Aurora Quase-
barth will be representing the Chapter in 
Montreal.

Regional Representative/Vice 
President

Aurora Quasebarth announced that there 
will be a Regional Council meeting held in 
Montreal on Sunday, April 30.

President’s Report

No report was given due to Leann’s ab-
sence.

ALA NOVA Treasurer Ben Sotelo of Vaughan, 
Fincher & Sotelo, P.C.  at the 2005 Changing 
of the Gavel.
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tHE MINutES OF tHE PASt QuARtER’S NOVA ALA 
BOARD MEEtINGS 
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Hiring a 
Professional

within your firm.  This in itself is one key to 
a successful hiring process.

Another key is to get to know your staffing 
agency.  You should be aware of the indi-
viduals who will be representing your firm 
to potential candidates and make sure they 
are providing current and accurate infor-
mation about your firm.  You need to know 
how they are obtaining resumes of poten-
tial candidates and how you would like 
them sent to you.  Be aware of those agen-
cies that are just fishing for word matches 
rather than pre-qualifying candidates to be 
submitted.

How to get the most out of 
your placement agency 

Communication is critical.  You can greatly 
benefit from sharing all the information you 
have regarding your open position.  Let 
your staffing agency know the following:

• Responsibilities of the position; 

• Years of experience required; 

• Any special skills (typing speed, dicta-
tion/shorthand, specific software knowl-
edge, etc.); 

• Academic requirements;

• Salary range; 

• Potential start date; 

• Open to temporary candidates or only 
looking for permanent placement; 

• Size of the practice group and person-
alities in the group; 

• How you are acquiring resumes (other 
agencies, internal recruiting, etc.); 

• How long the position has been open;

• Selling points about the firm, bonuses, 
medicals benefits, 401(k), vacation ac-
crual, etc.; and

• Any other particulars about the firm or 
practice group.

In return, you should expect to receive 
qualified resumes within a reasonable time 
frame. Along with the resume, you may 

also require your agency to give you a brief 
description of the individual.  This descrip-
tion should give you insight into the candi-
date regarding information not found on 
the resume, including personality, reasons 
for employment gaps, and salary history.  
You may also require your agency to sub-
mit testing scores, professional references, 
degree verifications, conflicts checks, and 
background investigation summaries.  
Reputable agencies will have all this infor-

mation on file for each candidate they sub-
mit and this will distinguish a professional 
agency apart from the rest.

Security is another element in getting the 
most of your agency.    You should feel 
confident with your staffing agency that 
they are providing you with the most quali-
fied candidates in the market today.  Most 
agencies will offer a guarantee for the fee 
that your firm agrees to pay for the place-
ment.  Guarantees can vary from 30 to 90 
days and may be on a pro-rated basis.  

The best way to ensure you are receiving 
the most professional service from your 
agency is to treat them as a part of your in-
ternal recruiting team.  Think of them as an 
extension of your firm.  The agency should 
be familiar with your office space and work 
environment.  They should know your at-
torneys and their work styles.  In addition, 
it is imperative that they have the most cur-
rent information on salaries and benefits 
the firm offers.  If your agency is not asking 
you for a site visit or for the most current 
firm information, then you should question 
whether they are representing your firm in 
a professional manner.

Building a strong working relationship with 
your staffing agency will let you sleep better 
at night.  Knowing that you can reach them 
at any time with a request and receive a 
response in a reasonable time frame should 
be a fundamental part of your criteria.  If 
the agency does not provide all the critical 
information you deserve, they simply are 
not providing the best service to your firm.

Be careful.  Demand the best.  Feel good 
about your staffing agency.  Know that you 
are getting the best service, and you will 
get the most qualified candidates.

Christine Rees, Executive Vice President, Per-

manent Attorney Division for Legal Placements, 

Inc., is responsible for the overall operation of 

the Attorney Recruiting division and the Legal di-

vision in New York. She has more than 10 years 

of experience in the recruiting industry

Amy Gregory, Director of Marketing/VA Legal for 

Legal Placements, Inc. has over seven years ex-

perience working in major law firms in the D.C. 

area. Amy sources and places legal secretaries 

and paralegals on temporary assignments and 

permanent positions throughout the Northern 

Virginia region.

 

�
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GALLERY 

2006 Changing of the Gavel 
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BOARD OF DIRECtORS

President

LeAnn Cruse
Office Administrator 
Millen, White, Zelano & Branigan, P.C. 
2200 Clarendon Blvd, Suite 1400 
Arlington, VA  22201

Email:  lcruse@mwzb.com 
Telephone: 703-243-6333 
Fax: 703-243-6410

President Elect

Brenda Hansen
Office Administrator 
Jackson Lewis LLP 
8614 Westwood Center Drive, Suite 950 
Vienna, VA  22182

Email: hansenb@jacksonlewis.com 
Telephone: 703-821-2189 
Fax: 703-821-2267

Immediate Past President

Deborah Stickles
Director of Administration, Baltimore 
Venable LLP 
Two Hopkins Plaza, Suite 1800 
Baltimore, MD 21201

Email: dmstickles@venable.com 
Telephone: 410-244-7511 
Fax: 410-244-7742

treasurer

Ben Sotelo
Firm Administrator 
Vaughan, Fincher & Sotelo, P.C. 
8619 Westwood Center Drive 
Vienna, VA  22182

Email: bsotelo@vfspc.com 
Telephone: 703-506-1810 
Fax: 703-506-1850

Secretary

Lorri M. Holland
HR Manager 
Patton Boggs LLP 
8484 Westpark Drive, 9th Floor 
McLean, VA  22102

Email: lholland@pattonboggs.com 
Telephone: 703-744-8106 
Fax: 703-744-8001

Vice President

Marcie Cedor
Director of Administration 
Patton Boggs LLP 
8484 Westpark Drive, 9th Floor 
McLean, VA  22102

Email: mcedor@pattonboggs.com 
Telephone: 703-744-8007 
Fax: 703-744-8001

Region 2 Council Representative

Kevin O’Hare
Business Manager 
Reed Smith 
3110 Fairview Park Drive, Suite 1400 
Falls Church, VA  22042

Email: kohare@reedsmith.com 
Telephone: 703-641-4291 
Fax: 703-641-4346

COMMIttEE CHAIRS

Education Program Committee

Brenda Hansen
Office Administrator 
Jackson Lewis LLP 
8614 Westwood Center Drive, Suite 200 
Vienna, VA  22182

Email: hansenb@jacksonlewis.com 
Telephone: 703-821-2189 
Fax: 703-821-2267

Hospitality Committee

Cheri Edwards
Office Manager 
Womble, Carlyle Sandridge & Rice, PLLC 
8065 Leesburg Pike, 4th Floor 
Tysons Corner, VA  22182

Email: cjeedwards@wcsr.com 
Telephone: 703-790-4688 
Fax: 703-918-2246

Membership Committee

LeAnn Cruse
Office Administrator 
Millen, White, Zelano & Branigan, P.C. 
2200 Clarendon Blvd, Suite 1400 
Arlington, VA  22201

Email: lcruse@mwzb.com 
Telephone: 703-243-6333 
Fax: 703-243-6410

Newsletter Committee

Jennifer Spangler
Office Services Supervisor 
Reed Smith 
3110 Fairview Park Drive, Suite 1400 
Falls Church, VA  22042

Email: jspangler@reedsmith.com 
Telephone: 703-641-4521 
Fax: 703-641-4340

Leadership
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Vendor Partner Committee

Marcie Cedor
Director of Administration 
Patton Boggs LLP 
8484 Westpark Drive, 9th Floor 
McLean, VA  22102

Email: mcedor@pattonboggs.com 
Telephone: 703-744-8007 
Fax: 703-744-8001

Website Committee

Katharine (Kappa) Mann
Office Administrator 
Odin Feldman & Pittleman, P.C. 
9302 Lee Highway, Suite 1100 
Fairfax, VA  22031

Email: katharine.mann@ofplaw.com 
Telephone: 703-218-2263 
Fax: 703-218-2160

Community Challenge

Lynda Tompkins
Office Manager 
Wickwire Gavin, PC 
8100 Boone Blvd., Suite 700 
Vienna, VA  22181

Email: ltompkins@wickwire.com 
Telephone: 703-790-8750 
Fax: 703-448-1801

Small Law Firm Group Committe

Tempie Tavenner
Office Manager 
Katz & Stone, LLP 
8230 Leesburg Pike, Suite 600 
Vienna, VA  22182

Email: ttavenner@katzandstone.com 
Telephone: 703-761-3000 
Fax: 703-761-6179

NOVA ALA Welcomes 
New Members!

JoAnn Hughes
Secretarial Supervisor 
Millen & White 
2200 Clarendon Blvd, # 1400 
Arlington, VA  22201

703-243-6333 
hughes@mwzb.com

Karin Voellmer
Human Resource Manager 
Oblon, Spivak, McClelland, Maier & Neus-
tadt, P.C. 
1940 Duke Street 
Alexandria, VA  22314

703-413-3000 
kvoellmer@oblon.com

Lane Riddiford
IT Director 
Wickwire Gavin 
8100 Boone Blvd., Suite 700 
Vienna, VA  22182

703-790-8750 
lriddiford@wickwire.com

Patricia Lawrence
Facilities Manager 
Cooley Godward, LLP 
11951 Freedom Drive 
Reston, VA  22190

703-456-8039 
patricia.lawrence@cooley.com

Jennifer Kubal
Firm Administrator 
Dennis Hottell & Associates 
10486 Armstrong Street 
Fairfax, VA  22030

703-352-5666 
kubal@hottell.com

Crystal Wilson Ridings
Accounting Manager 
Boring & Pilger 
307 Maple Ave. West, #D 
Vienna, VA  22180

703-281-2161 
cridings@boringandpilger.com



Congressional Hearing
Seat Holding Service

Washington Express provides competitively priced seat holding services
for all congressional and judicial hearings. Our experienced seat holders
carry cell phones and printed signs bearing the Washington Express logo
and your hearing attendee's name for easy location. We closely monitor
all hearing schedules as well up to the minute seating demand for 
individual hearings.

For more information, please contact Mike Miller at
(301) 210-0899 ext. 201 or at mm@washingtonexpress.net

Need to attend a congressional hearing
but don't have time to stand in line?

Toll Free (800) DELIVER     DC/MD (301) 210-3500     VA (703) 698-4400     Fax (301) 419-7075
12240 Indian Creek Court, Beltsville, Maryland 20705     www.WashingtonExpress.net
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