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 This issue of NOVUS  provides 

opportunities and information for you to 

form your own personal game plan for 

your paralegal career. 



 2 

     Message from the President 

As  each new year begins, many of us go through the ritual of reflecting 

on the past year and making resolutions for the new year.  Many of us 

also fail to follow through on those resolutions.  How many of you have made 

resolutions in your personal life for the new year?  Have you made any 

resolutions for your professional life?  Some examples of professional 

resolutions you may want to consider for 2015 include:   

1. Attend more seminars.  Seminars offer you the chance to expand your 

knowledge and network with other paralegals, attorneys, and vendors 

supporting the paralegal profession.  AAPi is offering three seminars this 

year - February 21, 2015 in Huntsville, May 16, 2015 in Birmingham 

and August 14-16, 2015 in Orange Beach. 

2.   Increase networking.  Networking is beneficial in many ways.  You can use your network to find 

solutions to problems or when you have questions regarding procedures in a case.  Technology makes 

it easy to stay in touch with those in your network.  Networking is also important when you are job 

hunting.  AAPi seminars are an excellent opportunity for networking. 

3. Find a new job.  If you are unhappy in your current position, think about what part of your job you like 

best and what skills you excel at, then look for opportunities to use those skills.  There are many 

opportunities for paralegals outside the law firm - banks, commercial companies and educational 

institutions to name a few.  In addition to AAPi's Members Only job bank, AAPi will be holding a half

-day employment seminar and job fair in Huntsville on February 21, 2015. 

4. Get certified.  Becoming certified can open many doors for you while searching for that new job or to 

advance your career.  AAPi is an affiliate of NALA, which has the most well-known and widely 

accepted certification program in the country.  AAPi will again be offering a CP review course as part 

of our summer seminar August 14-16, 2015 in Orange Beach. 

5. Take on a leadership role.  Getting involved in AAPi is an exciting and rewarding experience that 

instills valuable qualities and skills that help you in both 

your professional and personal lives.  It also looks great 

on your resumé since employers look for paralegals who 

have leadership experience and skills.  AAPi has three 

open positions on our board or, if you don't think you are 

ready to jump into a board position, you can join one of 

our many committees. 

How can you successfully follow through on your personal and 

professional resolutions?   

Write down your goals in positive terms.  Post your goals in a 

prominent place, so you can see it every day to help you stay 

focused.  The goals have to be your own - do it for yourself.  Be 

flexible - life happens, sometimes your deadline becomes 

(Continued on page 3) 

Julie Craft, ACP 
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unrealistic, don't give up, modify.  Use the SMART process.  SMART stands for Specific, Measurable, 

Action-oriented, Realistic and Time-driven. 

S pecific.  Your goal needs to be clear, concise and well-defined.  For example, I am going to earn my 

CP. 

M easurable.  Check to see if your goal has time frames, dates, costs.  It is important that you have a 

way to measure your success.  For example, I am going to set aside $__ from each paycheck to use 

for my CP exam. 

A ction-oriented.  Your goal must require you to take action.  Make a list of those steps you need to take 

to accomplish your goal.  For example, I will study each of the eight sections and take the CP exam in 

December, 2015. 

R ealistic.  Make sure your goal is manageable and your own goal.  Seriously consider whether this is 

something you have time for and something you want for yourself. 

T ime-driven.  Your goal needs to have a starting point, a timeline and an ending point.  For example, I 

will study one section per month, take the AAPi CP review course in August, and have an addition 

three months to review the sections I have the most difficulty with before taking the exam in December. 

Good luck completing all of your resolutions in 2015!  We hope that the new year brings you many 

opportunities and much success; and remember, AAPi is here to help. 

 

                                                                       Julie 

(Continued from page 2) 
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If you have your CP or ACP, please consider 

becoming a volunteer NALA exam proctor.  In the 

entire State of Alabama we only have nine (9) 

paralegals who have qualified through NALA to 

become proctors.  There are no costs involved, it only 

takes a little time out of your schedule, but the rewards 

are great.  Remember someone had to take time out of 

their schedule for you to get your certification.  Please 

pay it forward, and help someone get the certification 

they deserve. 

Also, if you are a paralegal who is interested in 

becoming certified through NALA and need 

assistance, or are looking for information, please 

contact me.  Now more than ever firms are looking for 

paralegals who have their certification.  Don’t wait until you need it to start the process of taking the exam.  

Certification testing is only offered three (3) times a year (January, May and September).   

If you are interested in obtaining the Application to proctor, or getting your certification, please let me know, 

you can reach me at deborahp@delaneyinc.net. 

A message from Deborah Paul 

CALLING ALL PARALEGALS  

mailto:deborahp@delaneyinc.net
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AAPi was proud to be the ticket sponsor 

for Pro Bono Brews, an exciting charity 

event showcasing premier craft beers from 

around Alabama and benefiting the 

Madison County Volunteer Lawyers 

Program.  The event was held at the 

Historic Huntsville Depot Roundhouse on 

October 2, 2014.  

In addition to the great beer, food, live music 

and silent auction, it provided sponsors 

advertising space on this unique 3D display.  

HUNTSVILLE/MADISON COUNTYHUNTSVILLE/MADISON COUNTYHUNTSVILLE/MADISON COUNTY   

Good things come to those who wait. 
But better things come to those who work 

for it. 
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ETHICS TIP: CONSIDER THE 5 C’S 

by Vicki Voisin, aka The Paralegal Mentor 

When you consider ethics issues, there are five areas you must pay attention to…and each begins with the letter ‘C’.  

 

Ethics are covered by the American Bar Association’s Model Rules of Professional Conduct (www.abanet.org) and 

also by your state’s Model rules. For purposes of this article, I will refer to the ABA’s Model Rules. 

 

1. Conflicts: Model Rules 1.7-1.11 refer to conflicts of interest that attorneys may encounter. Here are some tips to 

avoid conflicts: 

 

Have a system in place to check conflicts. This should include both former and current clients. 

 

Who’s the client? Be sure it is clear whom the firm is representing. Is it the husband, the wife, or the husband and 

the wife? Is it the insurance company or the insured? The corporation or a corporate employee? 

 

Never use information you have gathered during the representation of a client to later sue that client. 

 

Pay attention to new hires, both attorneys and support staff. If they have a conflict, the firm may avoid 

disqualification by obtaining waivers from opposing parties and by screening the employee from contact with the 

matter. 

 

2. Confidentiality: Model Rule 1.6 refers to the duty to keep all information related to the representation of a client 

confidential. 

 

Never discuss client matters with anyone outside the office. This includes billing information and factual 

situations…even if you don’t mention the client’s name. ‘Outside the office’ includes the hallway, elevator, rest 

rooms, courthouse hallways, restaurants, parties and seminars. 

 

Be careful when you’re using electronics. Conversations on a cell phone have an expectation of privacy but only 

when the parties take steps to keep the conversation private. Keep careful watch over your laptop…if it’s stolen, a 

wealth of data could be lost or compromised. 

 

Emails and faxes also have an expectation of privacy but you should always have the client’s permission (preferably 

in writing) before communicating this way. Be sure the client is available to receive the email or the fax so that the 

communication is not intercepted by a third party. 

 

There are some exceptions to the confidentiality rule: to prevent the client from killing or seriously harming 

someone; to prevent the client from committing a crime; to bring or defend a claim against a client. In each of these 

situations, the attorney may disclose only information essential to the matter. 

 

3. Cash. Model Rule 1.15 covers the duty to protect the client’s property. Know your state’s rules regarding this 

duty as it varies from state to state. 

 

The client’s funds cannot be commingled with the firm’s funds. The firm can’t ‘borrow’ from the client’s funds, 

even with the intention of repaying the money before anyone finds out.  

 

The client’s money may be transferred to the firm’s business account only at such time as the fees are earned. Every 

firm must maintain a separate trust account which is also referred as an IOLTA account. (IOLTA = Interest on 
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Lawyer Trust Accounts) There are strict rules for reconciling the trust account and also for persons who are allowed to 

handle the account. Again, check your state’s rules for more information. 

 

4. Competence. Model Rule 1.1 refers to the duty of the attorney to possess the legal knowledge and expertise to 

handle the client’s issues. 

 

Have the resources and the time to handle the client’s case, including properly trained staff and the necessary 

equipment. 

 

Be sure to attend appropriate continuing education events. 

 

Manage time effectively so that deadlines are met. 

 

Assess staff workload regularly to be sure work is getting done. 

 

Delegate work according to ability. 

 

5. Communications. Model Rule 1.4 covers the duty to adequately and appropriately communicate with clients. 

 

Be sure clients understand that the attorney is not always available for immediate response and provide alternative 

personnel for the client to use to relay messages. 

 

The so-called “Blackberry Culture’ has clients expecting attorneys to be available 24/7 and to respond immediately. 

Explain to clients that their issues are important and that they will receive a response once the matter has been given 

the careful consideration it deserves. 

 

While the attorney may delegate much client contact to paralegals, the attorney is obligated to maintain a direct 

relationship with the client. 

 

Clients must be kept reasonably informed of the status of the case and provided with enough information to make 

decisions. 

 

Withdrawal from a case requires special steps. The client must be informed and, in most instances, the client’s file 

must be made available upon request. 

 

One last rule: Model Rule 5.3 refers to the lawyer’s duty with regard to nonlawyer assistants: 

 

(a) a partner, and a lawyer who individually or together with other lawyers possesses comparable managerial 

authority in a law firm shall make reasonable efforts to ensure that the firm has in effect measures giving 

reasonable assurance that the person’s conduct is compatible with the professional obligations of the lawyer; 

 

(b) a lawyer having direct supervisory authority over the nonlawyer shall make reasonable efforts to ensure that the 

person’s conduct is compatible with the professional obligations of the lawyer; and 

 

(c) a lawyer shall be responsible for conduct of such a person that would be a violation of the Rules of Professional 

Conduct if engaged in by a lawyer if: 

 

 (1)  the lawyer orders or, with the knowledge of the specific conduct, ratifies the conduct involved; or  

  

 (2)  the lawyer is a partner or has comparable managerial authority in the law firm in which the person is 

employed, or has direct supervisory authority over the person, and knows of the conduct at a time when 

its consequences can be avoided or mitigated but fails to take reasonable remedial action. 
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Your challenge: Familiarize yourself with the ABA’s Model Rules of Professional Conduct, as well as the rules that 

have been adopted by your state. The ABA also has Guidelines for the Utilization of Paralegal Services that can be 

reviewed at www.abanet.org 

 

The attorney’s ethical obligations are your obligations, too, and you should thoroughly understand the all-important 5 

C’s: Conflicts, Confidentiality, Cash, Competence and Communication. In the end, though, trust your instincts: if an 

action doesn’t feel right or ethical, it probably isn’t. Every state bar association maintains an ethics hot line. Call 

yours if you have questions. 

©2010 Vicki Voisin, Inc. 

Vicki Voisin, “The Paralegal Mentor”, delivers simple strategies for paralegals and other professionals to create success and satisfaction by 

achieving goals and determining the direction they will take their careers. Vicki spotlights resources, organizational tips, ethics issues, and other 

areas of continuing education to help paralegals and others reach their full potential. She publishes a weekly ezine titled Paralegal Strategies and 

co-hosts The Paralegal Voice, a monthly podcast produced by Legal Talk Network. More information is available at www.paralegalmentor.com.  

How much do you know about what AAPi can do for you as a member?  AAPi is an 

organization dedicated to promoting the paralegal profession.  This newsletter, AAPi’s 

website, and your Region meetings are just the framework for the information available to 

you as a paralegal.  

If you take a few minutes to go to our website, you will find many portals of information 

leading you to the next level in your career.  For instance, Verified Learning is a link 

through which we will be providing access to previous AAPi seminars which have been 

videotaped.  From this link you will be able to  view previously videotaped AAPi seminars 

online and obtain CLE.  

As a member, you have access to the Job Bank as well as networking with paralegals state-

wide that can provide information and assistance to you in your job search.  

Our website provides access to information on upcoming AAPi seminars, obtaining your 

certification, and links to other valuable information relating to your paralegal career. 

Check us out at alabamaparalegals.net 

 

What Can AAPi Do for You? 
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The NOVUS is the official publication of the Alabama Association of 

Paralegals, Inc. This publication is published quarterly, and is a benefit of 

membership in AAPi. Subscriptions to the Novus are included in annual 

member-ship fees.  

To submit materials for publication in the NOVUS, please contact the 

Official Publication Editor, Jebbie Austin, at jra@cunninghambounds.com. 

Opinions expressed in articles and features herein are those of the author

(s), and do not necessarily reflect the views of AAPi. The Editor strongly 

encourages the submission of materials for publication; however, the 

Editor reserves the right to edit material and accept or reject materials 

submitted.  

NOVUS 

AAPi’s mission is to promote the paralegal profession through awareness and 

education; be a resource center for education and employment; encourage 

involvement, participation and leadership opportunities in local and national 

affiliates on issues that affect the paralegal profession; maintain a high order of 

ethical and professional conduct; develop and maintain strong relationships 

with state and local bar associations; be assistance in pro bono clinics and 

community service; and provide networking and fellowship opportunities 

among AAPi members. 
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Nominations for NALA’s annual 

awards at the July Convention in Tul-

sa, Oklahoma are due April 15 for the 

NALA Founders and Presidents’ 

Awards; May 1 for the Affiliated As-

sociation awards. These tributes are a 

meaningful function of a professional 

association to express esteem for 

members who excel and to inspire 

excellence in others. Nomination 

forms are available from NALA 

Headquarters or they may be down-

loaded from the NALA website from 

this link. 

 

The Founders’ Award is NALA’s 

highest award recognizing extraordi-

nary contributions that have affected 

the paralegal profession for a signifi-

cant period.  

The Presidents’ Award is exclusively 

for NALA members, recognizing 

achievements in the growth and de-

velopment of the profession. Recipi-

ents must be members for at least two 

years and have at least five years of 

experience as a paralegal.  

 

NALA Affiliated Associations 

Awards recognize both affiliates and 

individual members for service and 

outstanding contributions. These 

awards include the National Affiliat-

ed Associations Achievement Award 

and the Affiliate Awards for general 

recognition of resolute service and 

valuable contributions to the mem-

bers’ affiliated associations.  

NALA — ANNUAL AWARD NOMINATIONS DUE 

Page 10 JAN 2015 

National Association 

of Legal Assistants 

“NALA 

Affiliated 

Associations 

Awards 

recognize both 

affiliates and 

individual 

members for 

service and 

outstanding 

contributions.” 

NEW BENEFIT FOR AAPi MEMBERS!!!NEW BENEFIT FOR AAPi MEMBERS!!!NEW BENEFIT FOR AAPi MEMBERS!!!   

AAPi is now offering members reduced rates on the following 

NALA Campus Live courses: 

 Alternative Methods of Dispute Resolution 

 American Legal System 

 Written Communications 

 Legal Research 

 Judgment & Legal Analysis 

 Legal Ethics 

 Contracts 

 Civil Litigation 

 Real Estate 

NALA's registration fees are $80 per course for NALA members, and $105 for non-members.  AAPi is offering 

members an opportunity to take these courses at the reduced rate of $40 per course. 

For more information, please contact Karen Guthrie, ACP at karenguthrie68@gmail.com.  
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How do you handle situations in your job which make you uncomfortable?  Of course, this is a broad subject because 

“uncomfortable” situations can be anything from telling your boss he has something in his teeth before he leaves for 

court to being asked to do something that your gut or your intellect tells you is wrong.  However, the way you handle 

these situations and, more importantly, THAT you handle them, is often a dilemma that takes us out on a tightrope we are 

not sure we can walk. 

I think most of us can handle the something-in-your-teeth dilemma but what if you are faced with being asked to do 

something you think or know is ethically wrong?  Do you (a) do it believing that you won’t be held accountable since it’s 

your boss telling you to do it; (b) ignore the request hoping it will be forgotten; or (c) stand fast in your own ethics and 

suggest another way or simply refuse?   

First, if you walk that tightrope to the end, you may have accomplished what you were asked to do but consider that the 

only way off that tightrope is down.  You will have set a precedent that will be hard to rebut when faced with the next 

compromising request.  If you did it once, how do you refuse it the next time?  As a paralegal, you are legally bound by 

canons of ethics.  Be familiar with them. 

Some examples of ethically challenging situations are: 

 You are asked to contact a witness you know is represented by counsel without first obtaining permission from the 

witness’s attorney. 

 You are asked to deposit funds into the attorney’s general account which you know should be deposited into the trust 

account. 

 You are asked to back-date or otherwise date a document other than the actual, correct date. 

 You are asked to hide or withhold documents or information that otherwise should be produced. 

 You are asked to lie. 

While you may think that these ethical situations only involve your attorney, be aware that they also apply to requests 

made by the client.  If a client makes a compromising request, you should immediately inform your attorney.  Withholding 

the fact that a questionable request was made can adversely affect the way the client is represented.  Dishonesty not only 

jeopardizes the case, it jeopardizes the attorney’s ability to effectively and ethically represent the client.   

Ethics can be complicated.  It is important that you are aware of your responsibilities and that you abide by them.  Once 

you lose your credibility, you may never regain it.  Keeping it simple, I often rely on something my grandmother used to 

say – if in doubt, don’t do it.  

ETHICS—WHAT TO DO, WHAT TO DO… 

“RELATIVITY APPLIES TO PHYSICS, NOT ETHICS.” - ALBERT EINSTEIN 

Jebbie Austin, Publications Editor 
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ALABAMA ASSOCIATION OF PARALEGALS, INC. NATIONAL ASSOCIATION OF 

LEGAL ASSISTANTS, INC.  

Code of Ethics and Professional Responsibility  

Preamble 

A paralegal must adhere strictly to the accepted standards of legal ethics and to the general 

principles of proper conduct. The performance of the duties of the paralegal shall be governed 

by specific canons as defined herein so that justice will be served and goals of the profession 

attained. The canons of ethics set forth hereafter are adopted by the National Association of 

Legal Assistants, Inc., as a general guide intended to aid paralegals and attorneys. The 

enumeration of these rules does not mean there are not others of equal importance although not 

specifically mentioned. Court rules, agency rules and statutes must be taken into consideration 

when interpreting the canons. Canon 1. A paralegal must not perform any of the duties that 

attorneys only may perform nor take any actions that attorneys may not take. Canon 2. A 

paralegal may perform any task which is properly delegated and supervised by an attorney, as 

long as the attorney is ultimately responsible to the client, maintains a direct relationship with 

the client, and assumes professional responsibility for the work product. Canon 3. A paralegal 

must not: (a) engage in, encourage, or contribute to any act which could constitute the 

unauthorized practice of law; and (b) establish attorney-client relationships, set fees, give legal 

opinions or advice or represent a client before a court or agency unless so authorized by that 

court or agency; and (c) engage in conduct or take any action which would assist or involve the 

attorney in a violation of professional ethics or give the appearance of professional 

impropriety. Canon 4. A paralegal 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. Canon 5. A paralegal must disclose his or her status as a 

paralegal at the outset of any professional relationship with a client, attorney, a court or 

administrative agency or personnel thereof, or a member of the general public. A paralegal 

must act prudently in determining the extent to which a client may be assisted without the 

presence of an attorney. Canon 6. A paralegal 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 continuing education in substantive areas 

of law to better assist the legal profession in fulfilling its duty to provide legal service. Canon 

7. A paralegal must protect the confidences of a client and must not violate any rule or statute 

now in effect or hereafter enacted controlling the doctrine of privileged communications 

between a client and an attorney. Canon 8. A paralegal must disclose to his or her employer or 

prospective employer any preexisting client or personal relationship that may conflict with the 

interests of the employer or prospective employer and/or their clients. Canon 9. A paralegal 

must do all other things incidental, necessary, or expedient for the attainment of the ethics and 

responsibilities as defined by statute or rule of court. Canon 10. A paralegal's conduct is guided 

by bar associations' codes of professional responsibility and rules of professional conduct. 

Adopted May 1, 1975 Revised 1979; 1988; 1995; 2007  
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