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WHAT IS CONSIDERED APPROPRIATE
OFFICE ATTIRE
TAMMY WUERTLEY
In a world of ta oos, piercings, ripped jeans, leggings, ght skirts, and cleavage, have we lost meaning of what appropriate oﬃce
a re is? Or, is it just me and I am old‐fashioned? For a fun project, I thought I would look into this a li le more, and see if what is
deemed appropriate a re in the oﬃce has changed, or if my old‐fashioned way of thinking is just that – old fashioned!
I spoke to paralegals and clients about this subject. Some firms actually do have a dress code that is wri en and enforced in their
company’s policy. For example, no flip flops, cleavage, short skirts, and jeans are allowed. Jeans are allowed on Fridays, but they
can’t be holey, ripped or faded jeans and a collared shirt is required. And, if you are not in compliance with the dress code, you are
sent home to change. And repeated oﬀenses could result in termina on!
Other firms are a li le more relaxed about their dress code, but s ll expect common decency and good judgment. Yet, there are
others that really don’t care what you wear to work as long as you show up. Jeans, yoga pants, t‐shirts, ripped jeans, leggings,
short skirts, plunging necklines, spiked heels, sweat pants and flip flops are en rely acceptable, as long as you are there and ge ng
your work done. The only days required for “dress up” are court appearances.
When talking to people outside of the law oﬃce, who are not paralegals or a orneys, about what they believe is appropriate, I
received varying opinions. One lady stated, “I was looking for an a orney to help me with my divorce and made an appointment
two weeks beforehand. When I showed up for my appointment, he was late and was wearing bike shorts and a t‐shirt. He apolo‐
gized that he just got back from the gym. He wanted a $2500 retainer up front. Because he didn’t take the me to dress appropri‐
ately to meet me and did not appear professional at all, I decided to retain another a orney.”
Yet, another person has said, “I feel in midated when I go to see an a orney and she is all business and dressed in a 3‐piece suit. I
feel a li le more relaxed around my a orney if she is dressed casually.”
In an ar cle wri en by human resource expert, Susan M. Heathfield, the “Dos and Don’ts” of what is considered appropriate dress
for a business casual environment is as follows:

Do:

Don’t:

*Slacks similar to Dockers or other makers of co on or
synthe c material, wool or flannel dress slacks or
pants, and other nice‐looking dress pants
*Casual dresses and skirts that are split below the knee
(they should be a length that you can sit appropriately
in public)
*Casual shirts, dress shirts, polo‐style shirts, sweaters,
bu on‐up blouses and tops, turtlenecks, jackets, sports
jackets, cardigans T‐shirts are okay if worn under an‐
other blouse, jacket or dress.
*Conserva ve shoes and loafers, clogs, sneakers, boots,
flats, dress heels and sandals, deck shoes
*Jewerly in good taste, perfume worn “with restraint”,
conserva ve make up

*Jeans, sweatpants, exercise pants, shorts, bib overalls and leg‐
gings (unless paired with a longer dressy blouse or sweater with
appropriate shoes or boots)
*Short ght skirts that ride half‐up way up the thigh, mini skirts,
skorts, sun dresses, beach dresses, spaghe strap or strapless
dresses (unless worn with a cardigan or jacket)
*tank tops, midriﬀ tops, tshirts with poten ally oﬀensive lan‐
guage, images, words or cartoons, halter tops, tops with bare
shoulders, tops that reveal your back, sweatshirts, and tops that
are cut too low and reveal cleavage.
*Flashy tennis shoes, flip flops, slippers, spiked heels
*Flashy jewelry, mul ple piercings, heavy‐scented perfumes,
flashy makeup
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SOCIAL MEDIA: THE FUTURE OF COMMUNICATION.
IS YOUR ONLINE PRESENCE PROTECTED?
AMANDA NELSON
Social Media is an integrated part of our society and many individuals have profiles on Facebook, Twitter,
MySpace, LinkedIn, etc. As the popularity of social media has grown, so have the ethical considerations, case law and
professional responsibilities required when using these sites. It takes only moments to create a profile, but have you
taken the appropriate time and considerations with the information you have shared, the settings you have chosen and
the groups you have become connected with. The Courts have continually ruled that postings on social media sites are
discoverable, able to be authenticated and admissible as evidence. Crimes have been solved and criminals charged
based upon information posted on social media sites. Attorneys have been reprimanded, censured and fined for inappropriate comments, communications or postings on social media sites. Employees have been terminated, and in
some cases prosecuted, for unethical and inappropriate behavior on social media sites. With the convenience of instant communication and constant contact comes great responsibility, especially as a professional. One can assume
that appropriate postings are common sense. However, if it were truly common sense to everyone, we wouldn’t have
the examples of legal professionals, criminals and colleagues to learn from. Here are a few tips for maintaining an appropriate social media profile:
Create a professional online profile using professional networking sites like LinkedIn and Plaxo. Many people
choose to keep their online work like and personal life separate. The most common way of doing this is to use Facebook for personal use and to use LinkedIn or some other professional social networking site for business. This method
is especially helpful I you receive friend requests from people whom you would rather not connect with on Facebook – a
client perhaps. By referring them to your professional site, one can still maintain the semblance of being a “friend” to
the person and avoid inflicting the sting of online rejection.
Use the privacy settings on Facebook. Facebook allows users to separate friends into different groups and to
restrict the content that each group is allowed to see. Some suggested groups may include contacts for work, family,
and high school, which may have varying degrees of restrictions and an “all access” group for close personal friends
and family who are allowed unfettered access to your site. This method requires some effort, but is well worth it and is
ideal for legal professionals who wish to use one social networking site for both business and pleasure.
Choose your friends wisely! In life you are judged by the company you keep. Whether right or wrong, the
same applies online.
Besides potential reputation damage that will occur as a result of inappropriate comments, the legal ramifications are real. Lawsuits have been prosecuted against the poster, and won, on the basis of slander, defamation, and
false accusations for statements made on social networking cites.
Venting frustrations with your current or former employer online is not a wise career move. It is a “Don’t be
Stupid” move. “The legal community is a small world, and you don’t want to burn bridges. Even if you leave on a negative note, you certainly want to have a good working relationship with that employer so that they can
highlight any positive attributes of your work in the future,” Rory Brewton, director of Robert Half International’s Houston division, a professional staffing firm.
There can be a significant risk to a company or an employee when posts are made out of frustration or retaliation.
If you are using social media as an investigative tool:
Do review information that a Facebook user makes available to the public;
Do make a “friend” request seeking non-public information of an unrepresented party if you truthfully
identify yourself and your purpose.
Don’t use pretexting. Using an alias and “friending” someone on Facebook to gain access to restricted information is unethical.
Don’t use a third party. If that third party uses false pretenses to gain access to a restricted social media
account, you’re responsible for that behavior.
Don’t attempt to “friend” a represented party, even if you are truthful about your identity and purpose.

Social Media can be a great way to keep in contact with relatives, friends and colleagues. However, it can also
cause un-repairable damage if used incorrectly. Be wise, be conservative and be professional. Protect your career,
employer and reputation online!
(Continued Page 4)

(Con nued from Page 3)
Remember, there is no expectation of privacy when using an employer’s computer system. If permitted, an employee’s use of blogs and social networks during working hours must not interfere with work activity.
An employee must not reveal confidential, proprietary information, or any type of trade secret. An employee
must also not reveal any personal information of other employees or customers/clients.
An employee must never make libelous, defamatory, or harassing statements in online postings.
Conduct that creates a conflict of interest or otherwise harms the employer’s business interests is prohibited.
If your employer has a policy relating to IT or social media use, be sure to read, understand and follow it.
Use common sense! Regardless of whom you choose to friend, use common sense to
stay out of trouble online. Common sense and professionalism will prevent you
from crossing a line you should not and will keep you from getting into trouble
with the court, a client or your employer. Ask yourself before you post, is this
something I want my employer, Judge or opposing counsel to see?

Social Media can be a great way to keep in contact with relatives, friends and colleagues. However, it can also cause un-repairable damage if used incorrectly. Be wise, be
conservative and be professional. Protect your career, employer and reputation online!

A NEW TWIST TO AN OLD FAVORITE:
EGGNOG CHEESECAKE
Ingredients:

Directions
1) Preheat oven to 325 degrees F.

1 Cup Graham Cracker Crumbs
2 TBS White sugar
3TBS melted butter
3(8oz) pkgs softened
cream cheese
1 cup white sugar
3TBS Flour
3/4 cup Eggnog
2 Eggs
2TBS Rum
1 pinch ground Nutmeg

2) In a medium bowl combine graham cracker, 2TBS of sugar and butter. Press into
the bottom of a 9” spring form pan.
3) Bake in preheated oven for 10 minutes.
Place on wire rack to cool.
4) Preheat oven to 425 degrees F.
5) In a food processor combine cream
cheese, sugar, flour, eggnog; process
until smooth. Blend in eggs, rum and
nutmeg. Pour mixture into cooled crust.
6) Bake in preheated oven for ten minutes.
7) Reduce heat to 250 degrees and back for
45 minutes, or until center of cake is
barely firm to the touch. Remove and
immediately loosen cake from rim. Let it
cool before removing the rim.
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TAKING THE MEETING MINUTES BULL BY THE HORNS
WENDY TREMBATH
Well, you might say this really IS my first rodeo. This is my first term as an officer in LAW, and my first time acting as secretary
for anything. So, suddenly I am strapped to an intimidating beast called a “board meeting,” and find myself holding on for dear life thinking, “How on earth did I get myself into this, and now what?”
My first several runs at meeting minutes were adequate, but certainly not champion material. So, I pulled myself up by my bootstraps and went in search of some education and advice. I was surprised to find some helpful tips on a website for churches called
“ChurchLaw&Tax.com.” LAW is not a religion (for most), but I believe that the two entities are similar in several important ways.
Churches are non-profit; LAW is non-profit. Church boards are frequently staffed by volunteers; LAW is staffed by volunteers. Church
boards are filled with people dedicated to the success of the ministry; LAW is filled with members dedicated to its success.
The article first summarizes the purpose of meeting minutes. “The overall goal is to create a self-contained document to provide
evidence of actions taken at a properly publicized, called and run meeting.” The article goes on to list 16 pieces of information that every
set of meeting minutes should contain. Wagons, ho!


Date, time and place of the meeting. [Ut-oh. Haven’t even gotten out of the gate and already seeing some problems in my
technique. Time and place too? Who knew?]



Who called the meeting. [In LAW, usually called by the President.]



A copy of the notice given to the meeting participants. [Annual Meeting.]



A description of those entitled to vote at the meeting. [In LAW, the Officers a.k.a. Executive Committee members may vote,
but Regional Directors and Committee Chairs may not vote. The Executive Committee is comprised of all seven members of
the board: President, President-Elect, 1st VP, 2nd VP, Treasurer, Secretary, and NALA Liaison.]



The names of all who attended (both members and guests).



The secretary’s affirmation that a quorum exists, including the number of voters present (in person or by proxy, if permitted)
at the meeting and the total number of voters entitled to vote. [In LAW, the presence of a “majority of the Executive Committee constitutes a quorum.” Bylaws § 8.4. So, that would be four out of seven officers for a quorum. For annual meetings,
the “Membership present at a regular or special meeting shall be deemed to be a quorum . . . .” Bylaws § 6.3.]



The presiding officer’s call to order, and approval of the last meeting minutes (as modified, if necessary).



The exact resolutions presented, plus any amendments, the name of the member introducing the resolution, and any second
provided to the resolution.



The exact vote on each resolution that was considered (as modified, if applicable).



The names of all nominees for elected offices, and the exact vote in each election for office. [Annual Meeting.]



A copy of any written reports that were received at the meeting. [At LAW board meetings, the Treasurer usually submits a
written monthly report.]



If an oral report was received without a written report, a brief summary of the oral report. [This happens all the time – plans
for upcoming seminars and CLEs, membership updates, etc.]



Adjournment, including time adjourned and/or time for reconvening the meeting.
What I found to be a real arm jerker was what the article said should NOT be included in meeting minutes. “The

minutes should not contain any discussions between members regarding matters placed before them, or any details about the deliberative process that preceded decisions.”
“Minutes matter. They are a record of the [entity’s] history, and often play an important role in future events.” I plan to
incorporate these suggestions into my meeting minutes transcription this year. I hope to improve the quality of LAW’s meeting
minutes, and that’s no bull.

AN EDUCATIONAL UPDATE
JESSICA KEITH
The Fall Seminar was a success. It was a
great experience not only planning the
Seminar, but learning so much from the
Seminar. I always look forward to seminars because I not only learn so many
new things, but I am able to reconnect
with all of you!
The lineup of speakers was incredible. We had two speakers that we
plan to schedule again. They just had so
much knowledge, and we just had too
little time. I would like to thank all of our
speakers: Danette Baldacci with Crowley
Fleck, Deborah Persons with the Law
Library, Judge John St. Claire with the
Shoshone Arapahoe Tribal Court, Deborah Baumer with the Office of Administration, and Craig Silva with Williams
Porter Day & Neville. I would also like
to thank Rhonda Hoadley for sharing the
nuggets of information [or] of her experience and pictures from the NALA conference! O’Dwyers made a wonderful dinner
for us and Chili’s donated some great
food for the tailgate party.Overall I think
it was a smashing success.
A few housekeeping things for
future seminars:

Please turn off your cell phones during
the sessions. I understand we all have
work and family emergencies and such,
and those are important. But, the sessions are not very long, and messages can
be checked between speakers. Additionally, texting and Facebooking throughout
someone’s presentation is not appropriate. The presenters and your colleagues
notice it, and it becomes very distracting.
As you all know, it can be difficult to
keep each of the speakers to their allotted
time, especially this last conference when
we all wanted to know just a little bit
more. With that, when we take a short
break, please be respectful and return as
quickly as possible. I will try to leave a
better window of time between speakers,
to avoid similar schedule issues at the
Spring seminar.
Speaking of which, the Spring
Seminar is just around the corner. This
year our seminar will take place in Casper, Wyoming, on April 24th and 25th.
Mark your calendars NOW, and please
plan to join us! The seminar will be held
at Casper College and our “night out”
will consist of dinner, and painting at the
Artisan Alley.

Eat, Drink and be Merry!
Join us in Celebrating by
wearing Red or White!
December 12, 2014
6:30 p.m.
Caddie Shack @ the
Municipal Golf Course

(www.artisanalley307.com) It will be
very important to have an RSVP for our
social hour this coming April because the
venue reserves the spots and requires prepayment. We will enjoy dinner in a private room, and make our way upstairs for
the activity around 7:00 p.m. [or PM.] I
am currently scoping out presenters and
contacting presenters who were suggested
on the surveys. If you have ideas, it is not
too late! Please feel free to reach out to
me by phone 307-233-6867 or email
jkeith@wsmtlaw.com.
I look forward to hearing from
all of you, and seeing you in April!

Save the date! Plan to a end!
NALA 2015 Conven on in Tulsa, OK
July 22‐24
The 2015 institutes offer a great mix of advanced and general skills programs for all paralegals. The institutes described below
will be held each morning of the July program -- Wednesday, July 22, Thursday, July 23 and Friday, July 24. The educational
institutes are the key programs of the NALA convention, offering over 8 hours of CLE.
Alternative Dispute Resolution

Corporate Law

Environmental Law

The purpose of this ins tute is to review Corporate Law covers any issues that ac‐ From a ending this environmental law
overview, paralegals will have a more thor‐
with legal professionals the various aspects company the forma on and day‐to‐day
of Alterna ve Dispute Resolu on. This in‐ management of a business. In this ins tute, ough understanding of (1) Environmental
s tute will cover how diﬀerent ways dis‐ we’ll cover a broad spectrum of topics that Governance; (2) Brownfields, Vapor Intru‐
putes can be resolved and what it takes to most corporate paralegals encounter. This sion, and Hydraulic Fracturing; (3) Sustaina‐
get to the table as well as what to do once will be a great introduc on to various as‐ bility basics; (4) Water Rights Issues in Okla‐
pects of corporate law for newcomers, and homa and Texas; (5) Clean Water Act, Safe
you get there.
a great refresher for seasoned paralegals. Drinking Water Act and Clean Air Act (6)
Keystone XL Pipeline Project; (7) Reviewing
Phase I and Phase II Reports for Environ‐
mental Issues; and (8) Burlington Northern
v. US.
Essential Skills

This prac cal course is helpful for every‐
one, especially those studying for the Cer
fied Paralegal Examina on. The Essen al
Skills Ins tute will cover legal research,
judgment and legal analysis, and wri en
communica ons.

Medical Malpractice and
How it Differs from Run-of-the-mill
Ligitation

Immigration Law

This course will provide an overview of the
‐legal immigra on system in the United
States. The course will fo‐
cus on three categories including busi‐
ness and employment immigra on, edu‐
ca on visas and permanent residen‐
cy and family based immigra on. The
course will also cover ethical and profes‐
sional responsibili es of immigra on law,
and what makes immigra on law diﬀer‐
ent.
Legal Technology

We live in a digital world. Most if not all
paralegal and legal assistant posi ons cur‐
This program will review the paralegal’s rently adver sed require technology skills
role in Medical Professional Liability cases; ranging from online research, e‐filing, pro‐
provide understanding as to why medical ject management, knowledge of prac ce
malprac ce ac ons diﬀer from general
specific so ware for case and/or firm man‐
li ga on ma ers; discuss HIPAA and Med‐ agement. Moreover, hybrid paralegal posi‐
icare compliance requirements and re‐
ons are on the increase. Stay on the
stric ons in a medical malprac ce case;
cu ng edge of the legal technology and
and, provide an understanding of the ad‐ resources out there and acquire a profi‐
missibility of evidence from the plain ﬀ’s cient understanding of this technology to
and the defendant’s perspec ves from the help you advance your career.
me the poten al client walks through the
door to the night before trial.

Litigation with Emphasis on Government Liability

Students will learn the basics of complex
issues involving government liability claims
and the discovery leading up to trial. Stu‐
dents will gain skills to understand the law
from Sec on 1983, iden fy types of immun‐
i es, and common causes of ac on. Stu‐
dents will also learn about ethical considera‐
ons when dealing with government claims
and resolu on strategies.

