
 

Washington Association of   
Educational Office Professionals 

is here to help you 

Build Your Professional Foundation 
 
 

 

 

 
WAEOP 2013 Spring Conference 

April 25-27, 2013 
 

Please register by April 14. 
 
 

Red Lion Hotel Richland Hanford House 
802 George Washington Way 

Richland, WA 



WAEOP is pleased to help educational office professionals 
enhance present skills and gain new ones at “Build Your 

Professional Foundation.” 
 

If you are looking for some new tools to put in your belt, a 

refresher on business practices, ideas to help you make sure 
a plan/project ends up looking like the “blueprint,” the 2013 

WAEOP Conference is for you! 
 

Join educational office professionals from around the state, 

in Richland, Washington, April 25-27, and become an  
architect for a dream career as you Build Your Professional 

Foundation.  
 

There will be board and committee meetings, trainings, and 

functions April 25, and conference begins in full force  

Friday morning with a general session.  You’ll want to  
arrive in time to get checked-in/registered in order to make 

it to the general session at 8 a.m.!  Mark your calendar and 
register for this exclusive WAEOP engagement filled with 

education, networking, and recognition.   
 

 When: April 25-27, 2013 
 

 Where: Red Lion Hotel Richland Hanford House 

 802 GEORGE WASHINGTON WAY 

 RICHLAND WA  99352 
 1-800-733-5466 reservation line 

 www.redlion.com (for on-line reservations) 
  

 Rates: Per night, plus tax (mention WAEOP for this 
rate)—book your room by March 25 for 

these rates. 
  Single—$105.95 Double—$112.95 

  Triple—$119.95 Quad—$125.95 
 

  Guests have 24 hours, prior to arrival, to  
cancel their reservation without penalty. 

       

Dress for the weekend is business to comfortable business.  
Since the temperature of meeting and training rooms varies, 

we recommend you come prepared with a wrap, shawl, 
sweater, or jacket in case you feel chilled.  
 

The hospitality room will be open for  networking,  
snacking, and socializing.  Check for times in your  

conference packet.   
 

This is a fragrance-free event.  We ask that you refrain from 

using scented products (hair spray, gel, deodorant, perfume, 

cologne, etc.) out of courtesy to those who have asthma, 
allergies, and/or other respiratory problems. 
 

Thank you for taking the simple step to be fragrance free; it 

will have a positive impact on the health of conference  

participants.  This “act of kindness” will help reduce  
discomfort, coughing, etc., and will be appreciated by those 

with health considerations. 
 

If you are interested in helping with the conference, or have 

any questions about it, contact Kathy Lech at 
klech@steilacoom.k12.wa.us.   

 

Your Conference Blueprint  
At-a-Glance 

 
Thursday, April 25  

 

9 a.m. - 4 p.m. ......... WAEOP board meeting 

6 - 8:30 p.m. ............... Registration/check-in 

7:30 p.m. .... NAEOP 2014 planning meeting 

 
Friday, April 26 

 

7 - 7:45 a.m. ................ Registration/check-in 

 If you did not check in Thursday,  

 be sure to get your packet before  

 the first Friday session begins. 

8 - 10 a.m. Opening/general session* 

10 a.m. - noon .......................... Skill-building 

Noon - 1 p.m. ............. Membership luncheon 

1 - 3 p.m. .................... Skill-building sessions 

3:15 - 5:15 p.m. .................. General session* 

5:15 - 5:30 p.m. ..................... PSP rehearsal# 

5:15 - 7:15 p.m. ............. Dinner on your own 

7:30 - 9 p.m. ......................... PSP celebration 

9:30 - 11 p.m. ........ Friday social—BUNCO! 
 

*General sessions are attended by  

all conference participants. 

# If you are participating in the PSP program,  

you need to attend the rehearsal. 

 
Saturday, April 27 

 

7 - 7:45 a.m. ................. Conference check-in 

 If you did not check in Thursday or  

 Friday, check in and get your packet 

 before the first Saturday session begins. 

8 - 10 a.m. ........................... General session* 

10 a.m. - noon. ......................... Skill-building 

Noon - 1:30 p.m. ......................... Awards and 

 Scholarship Luncheon 

1:45 - 3:15 p.m. ......... Skill-building sessions 

3:30 - 5 p.m. ....................... General session* 

5 - 5:30 p.m. ......................... Closing session 

5:30 - 6 p.m. ................. Installation rehearsal 

7 p.m. ............................. Installation Banquet 
 

*General sessions are attended by  

all conference participants 

 

Please review the contents of your packet when you check in  

for the conference.  Changes, if any, to this schedule and/or  

last-minute room changes will be in your packet or  

posted at the registration table. 

mailto:klech@steilacoom.k12.wa.us


Thursday, April 25 
 

The WAEOP board of directors will meet Thursday, from  

9 a.m. to 4 p.m., to conduct board business.  Board meetings 
are open to WAEOP members.  If you would like to sit in on 

the board meeting as a guest, contact WAEOP President 

Pam James at pjames@everettsd.org. 
 

Following the board meeting, conference check-in will 

open, and the planning meeting for the 2014 NAEOP  
Conference and Institute will be held.   You are welcome to 

attend this meeting (meeting location information will be 

available at the registration/check-in table). 
 

Conference check-in (registration) will be open from  

5 to 8:30 p.m., on Thursday.  If you are unable to check in 

Thursday, check in Friday before the first session (if you are 
attending Saturday only, stop by the registration table  

Saturday before 7:45 a.m.). 
 

Be sure you arrive in plenty of time to make it to your first 
skill-building session.  When the “whistle blows,” you want 

to be on the jobsite! 
 

The variety of skill-building/ 

break-out sessions being offered will 
allow you to choose training that 

will best support your  

career-building.  Each session will 
help you form a cornerstone for a 

solid career foundation! 

 

Friday, April 26 
 

8 to 10 a.m., Opening/general session 
 

Choose to be Successful!   
 

Believe in yourself and set your mind to it in order to 
accomplish anything.  Learn to set goals and move 

forward to achieve success.    

Facilitator: Elizabeth “Betty” Napolitano  
 

10 a.m. to noon, Skill-building sessions 
 

A-1 iProducts 
 

Nearly every day a new level of technology is  

introduced to the public.  If you are using (or want to 
be using) an iPod, iPad, and/or iPhone, and want to 

pick up tips or tricks to make your iRelationship  

better, or want to learn more before you make the 
iCommitment, this session has much to offer.   
 

Facilitator:  John Kelly 
 

A-2 Flyers & Brochures 
 

Do flyers and brochures you create capture attention?  

Do you make good use of templates?  Learn how to 

personalize a canned template to jazz up flyers and 
brochures to make them more noticeable and read.   
 

Facilitator:  Machel Salado   

A-3 Preparing for Retirement 
 

This session will offer you the chance to find out 
which ducks you need to prepare to have lined up if 

retirement is part of your five-year plan.  Jeff will 

discuss state retirement plans, supplemental plans, 
the state’s retiree health insurance, and even touch 

on Social Security. 
 

Facilitator:  Jeff Dixon-Ross 
 

A-4 Skyward—Student System Data Mining 

 

Have you ever wanted to learn how to use Data 

Mining?  Here's your chance! This introduction will 
teach you how to generate basic reports to get the 

information you want. We'll emphasize selecting 

fields, defining a range of data, and sorting data on 
your finished report. We will briefly cover some 

advanced features including how to locate  

co-workers' reports you may want to clone.  
 

Facilitator:  Tim Colliver 

  

1 to 3 p.m., Skill-building sessions 
 

P-5 Cyber Bullying 
 

The faceless danger of cyber bullying is real and 
stretches across the boundaries of age, class, race, 

culture, and gender.  Remember when the bully was 
the big kid pushing others around, taking lunch 

money?  Today, students live with hundreds of  

potential bullies that take much more than lunch 
money.  In this session you will gain awareness of 

the types of cyber bullying that take place and how 

it takes place.  You’ll walk away with tips to  
prevent cyber bullying in your school. 
 

Facilitator:  John Kelly 
 

P-6 Communication Skills 
 

Are you better at talking than listening?  The “other 

half” of being an effective communicator is being 

an exceptional listener.  Hone your skills to  
complete your communication framework.  Be 

“generally” knowledgeable about the school,  

district, and community (policies, who to call, when 
to refer, etc.) in order to be a better communicator 

and public servant.  Increase your communication 
awareness at this workshop. 
 

Facilitator:  Jo Cluck 
 

P-7 Skyward—Fiscal Data Mining 

 

Have you been asked to track building/program 

expenditures?  Are you using spreadsheets or other 
methods to track them?  Fear not!  Learn how to 

use Skyward Budgetary Data Mining. This session 

will cover the functionality of the tool from cloning 
and modifying an existing report to building a  

report from scratch. Once you are empowered by 
data mining, the sky’s the limit in Skyward!   

 

 

Facilitator:  Tim Colliver 



P-8 Packing Right to Travel Light 
 

Three weeks abroad, one carry-on suitcase.   
Seriously?  Yes, it can be done!  Why spend your  

vacation checking and schlepping baggage?  With 

proper planning, the average person can pack for a 
three-week vacation in just one suitcase—a carry-on!  

If you are ready to say goodbye to being a pack mule, 

attend this session, book your vacation, and enjoy 
your lighter-travel life.   
 

Facilitator:  Kathy Lech 
   

3 :15 to 5:15 p.m., General session 
 

Safety in Schools 
 

If gangs are impacting your school, students, and/or 

staff, do you know what to look for?  How do you 

even know if gang activity is part of what you deal 

with on a day-to-day basis?  During this session 

you’ll be introduced to key factors that will increase 
awareness and safety.  From this training you will be 

more aware of current drug trends, be able to make 

basic gang identification, and more!   
 

Facilitator:  Randy Town 

 

Saturday, April 27 
 

8 to 10 a.m., General session 

 

Staying Focused is Difficult Without Vision 
 

What does it take to build a strong professional  
foundation?  Your blueprint should include  

perseverance, patience, teamwork, and organization.  
Making your office and/or school run efficiently and 

effectively can be really difficult without vision.  

Each member of the school team is facing  
unprecedented challenges that can be met and  

conquered if we are part of a committed team and if 

we stick to the plan (everyone has to understand the 
blueprint).  This is your opportunity to take a look at 

how much more effective you can be as part of the 
team.   
 

Facilitator:  Gregg Taylor 

 

10 a.m. to noon, Skill-building sessions 
 

SA1 Minute Taking/Proofreading 
 

Minutes are not a verbatim recording of a meeting, 

they are an accurate record of the business that took 

place.  Learn how you can keep minutes brief, know 
what crucial points to include, getting a motion “just 

right,” and more.   
 

If you are not proofreading documents for  
someone else, and having someone else proof yours, 

you are missing a vital step!  Relying on spell check 

is not enough.   
 

Facilitator:  Sheri McGraw 
 

SA2 Google Docs 
 

From keeping a spreadsheet of wedding guests to 
workshop participants or service-project volunteers, 

you can share your documents so more than one  

person can maintain the data base and share the 
workload. 
 

Facilitator:  Kathy Lech 
 

SA3 A Great Juggling Act 
 

Dr. Seuss said, “. . . be sure when you step, step 
with care and great tact; and remember that life's a 

great balancing act.”  
 

If you are a member of the “sandwich” generation, 

you may be responsible for the care of your parent, 
a grandchild, or even a spouse or adult child.  As 

you deal with your family’s diverse stages of life, 
you may need to learn the fine art of balancing 

(juggling) home and work priorities—including 

caring for yourself.  Learn how you can juggle the 
important balls in your life, making sure you don’t 

drop the fragile ones that can’t be replaced.   
 

Facilitator:  Eldene Wall 
 

SA4 Grieving is Normal 
 

What happens when grieving seems to have gone 
beyond normal?  What are some of the best (and 

worst) things you can say to someone who is  

grieving?  How can you support someone through 
the grieving process?  What if that person is you?   
 

Facilitator:  Mary Taylor 

  
1:45 to 3:15 p.m., Skill-building sessions 

 

SP5 Past-Presidents’ Meeting  
 

This session is a “must” for past-presidents.   

 

Facilitator:  Vi Holland  
 

SP6 Pinterest 

 

What’s available on Pinterest?  The true question 

may be what is not on Pinterest!  Find ideas, plans, 
things to share.  Get creative, become motivated, 

share with others.   
 

Facilitator:  Pam Craft 
 

SP7 When Generations Collide 

   

What happens when generations collide?  Every 
day we work with multiple generations from  

students and siblings to parents, grandparents, and 

great-grandparents.  Each generation is raised with 
a different set of moral values and disciplines.  

We’ll look at these differences and discuss how 

they affect ways of thinking, and how we can learn 
to communicate more positively and effectively 

with all generations.   
 

Facilitator:  Elizabeth “Betty” Napolitano 



SP8 Professional Standards Program 

 

Work through PSP forms, calculate where you are, 
and know what you need to do next in order to qual-

ify for a PSP certificate, upgrade your  

certificate, or to recertify.    
 

Bring copies of documents that demonstrate your  

professional involvement, course work, credit classes, 
and inservice so Cheryl and Vivian can  help you pull 

it all together!  
 

Facilitators:  Vivian Belcher and Cheryl Smith 
  

3:30 to 5 p.m., General session 
 

Jobs Alike—with a twist! 
 

Jobs-alike is back. . . with a twist!  In addition to your 

“nine-to-five job,” what job descriptions do you 
have?  Are you a committee 

leader, group facilitator, or key 
player in a volunteer  

organization?  This  session 

gives you the opportunity to 
find out how others are  

managing “projects” (you will 

be able to get “advice from 
those experts”) as well as  

allowing you time to take the 
lead and share your success 

strategies with others.   
 

Facilitators:  Kathy Lech and Cristi Cruickshank 

 
Questions about conference? 
 

If you need help registering, or have general conference 

questions, contact Mary Taylor (conference registrar) at: 
 

360-943-6299 (home)  
360-709-7501 (office) 

mary.taylor@tumwater.k12.wa.us 
 

Want to help with Spring Conference?   

 

Contact Kathy Lech at: 
 

253-355-3887  

253-583-7204 
klech@steilacoom.k12.wa.us 
 

Need PSP association-involvement points?  

 

If you are working on a Professional Standards Program 
certificate application or upgrade, you may be able to earn 

association-involvement/activity points during conference.  
If you want to find out how, contact Kathy! 
 

Cancellations 
 

Written notice of cancellation must be received by  
April 19 for a refund of the registration fee (less $25).    
 

A $25 fee for registrations cancelled by April 19, will be 

retained by WAEOP.  Cancellations received after  

April 19 will not be refunded.  If you must cancel, send your 
written request to the conference registrar, Mary Taylor.   

About the presenters 
 

Vivian Belcher 
Vivian forms half of the dynamic PSP duo!  She 

serves on the WAEOP board and is active in her 

local association (Seattle).  She is a master 

Bunco player and has resources and know-how 

that help workshop participants “get it” when 

working on their Professional Standards Program 

paperwork.  
 

Jo Cluck 
As a past WAEOP president, Jo understands 

what tools office professionals in the educational 

arena need to have in order to be most successful.  

As the owner of a consulting business and  

Speakers’ bureau, she assigns quality presenters, 

matching the presenter with the event.  For this 

conference, Jo is gracing WAEOP with her  

personal appearance—an excellent match!  
 

Pam Craft 
Pam is an effective and approachable leader in 

her local association.  She has added variety and 

success to fundraising for AAEOP scholarships 

and introduced numerous learning opportunities 

for office professionals by leading her  

professional development/workshop committee 

to present an ambitious line-up of classes!   
 

Cristi Cruickshank 
 With a passion for helping others find their niche 

and succeed, Cristi is willing to “push any  

buttons” and have a great deal of fun while  

facilitating workshops. 
 

Tim Colliver 
Tim’s experience as a high school educator and 

in the Skyward Student Management System 

makes him an exceptional facilitator for skill-

building sessions.  His expertise in the finance, 

student, and human resources applications of 

Skyward allow him to share his “global  

knowledge.”  With more than ten years of  

hands-on experience, Tim is bound to be a  

valuable resource. 
 

Jeff Dixon-Ross 
As an education and outreach representative for 

the Washington State Department of Retirement 

Systems, Jeff conducts several workshops  

relating to  retirement each year.  His knowledge 

of “the systems” always proves valuable to  

attendees. 
 

John Kelly 
John has spent the last ten years supporting  

educators in the use of technology.  As a former 



teacher and director of technology, he has  

first-hand understanding of how valuable  

technology can be.  John has a passion for  

guiding people to go beyond their comfort zone 

to learn something new, develop a taste for 

what’s next, and inspire life-long learners! 
 

Kathy Lech 
 If tenure alone dictated ability, Kathy would rank 

far and above many presenters—she has 34 years 

of experience as an educational office  

professional and continues to demonstrate her 

versatility and ability to continue learning  

herself!  Kathy eagerly shares her skills, training, 

and volumes of knowledge.  Kathy is deeply  

committed to her faith, humor, family, friends, 

and helping people reach their potential. 
 

Sheri McGraw 
Experience as an administrative office  

professional and WAEOP board member 

(including a term as WAEOP president),  

combined with her keen gentle personality and 

first-rate skills, make Sheri a natural presenter.  
 

Elizabeth (Betty) Napolitano 
NAEOP Vice-President Betty Napolitano was 

born and raised in Connecticut.  She has served 

in several capacities on the NAEOP board, 

earned a degree in business administration from 

Albertus Magnus College, and is employed as the 

administrative assistant to the superintendent of 

schools in Wallingford, Connecticut.  Betty 

spends her spare time serving on two educational 

boards and enjoying needle crafts, reading, bike 

riding, snowmobiling, and cooking.    
 

Machel Salado 
As an effective editor (proven by her award-

winning newsletters), Machel is a great match for 

facilitating workshops that involve attention to 

detail and creativity.  Machel’s relaxed  

presentation skills and ability to speak to an  

audience help her create a learning environment 

that fosters success for participants at all levels. 
 

Cheryl Smith 
Cheryl is the “other half” of the fantastic PSP 

duo!  She is attentive to detail and has a way of 

“boiling down tasks” so they make sense.  You 

will notice she finds ways to accomplish as much 

as possible in the shortest time possible, and  

apply creative thinking to be sure all bases are 

covered and requirements are met. 
 

Gregg Taylor 
”Home town” values are in Superintendent, 

Gregg Taylor’s blood.  He and his wife, Kaylynn, 

are raising their four children in the same area in 

which Gregg grew up.  Although he “strayed” 

from North Franklin to learn the ways of the 

world, Gregg never lost the idea that doing the 

right thing, personal commitment, and knowing 

your neighbor can help solve problems and  

assure the best outcome for the most people.   

He earned a Bachelor’s Degree from BYU,  

teaching credentials from Eastern Washington 

University, and superintendent’s credentials from 

WSU.   
 

Mary Taylor 
Mary has presented several workshops around 

the state (including ASB Law), served on the 

WAEOP board (including a term as president), 

and been a Financial/Athletic Secretary in the 

Tumwater School District for nearly two dozen 

years.  Mary’s presentation skills, combined with 

life experiences, will provide workshop  

participants with new insight.    
 

Randy Town 
For several years, Yakima County Deputy Sheriff 

Sergeant Randy Town has been working as the 

coordinator of intervention services and school 

safety in the Yakima area.  He provides crisis-

response services, school safety training, and site 

safety assessments and understands the impact 

street gangs have upon school systems.  As a  

result of his educational and law enforcement 

experience, Randy has been able to link services 

to enhance safety plans, policies, and procedures.  

Randy earned his Bachelor’s Degree in psychol-

ogy from Central Washington University, and  

Master’s Degree in counseling from Lewis and 

Clark College in Portland, Oregon. 
 

Eldene Wall 
Eldene is a natural leader (has served as 

WAEOP president and on several boards in 

her community) with exceptional writing 

skills.  She earned her Bachelor’s Degree 

from Walden University, has edited a book 

and co-authored several articles for office 

professionals, currently serves as president of 

the Wenatchee Valley Educational Office 

Professionals, is part of her church worship 

team, and has been a repeat WAEOP  

presenter.  



April 14 

2013 WAEOP Spring Conference  
Registration—three ways to pay!   

 

Mail completed registration form and appropriate fee to:  MARY TAYLOR  

 1721 91ST AVE SW 

 OLYMPIA WA  98512 
 

Please print neatly, completing all areas.  
 

If you need help registering, contact Mary at:  mary.taylor@tumwater.k12.wa.us or 360-943-6299. 
 

 

Name      Daytime phone (   )   
 

Address      Evening phone (  )   
 

City & zip code      Do you have your CEOE?   Yes  No  
 

E-mail      School district      
 

Are you a: First-time Spring Conference attendee?   Yes   No   
   (Even if you have attended a PDP workshop and/or Institute, we want to know if 

you are a first-time Conference participant.) 

                   New WAEOP member?   Yes   No 

 NAEOP member?  Yes  No   
 

Conference fee includes $3 contribution to the WAEOP scholarship fund. 
 

$175—WAEOP member, full conference $210—Non-WAEOP participant, full conference 
 Full-conference registration includes the following meals:  Friday lunch, and Saturday lunch and dinner 

$135—Saturday-only, WAEOP member $170—Saturday-only, non-WAEOP participant 
 Saturday-only registration includes the following meals:  Saturday lunch and dinner 

$135—Retired WAEOP member 
 Retiree registration includes the following meals:  Friday lunch, and Saturday lunch and dinner 

 

Meal choice for installation banquet:  A - Tillamook Chive Chicken     -or-      B - Top Sirloin 
 If a guest will be joining you, please note  his/her meal choices below (in the guest meal section). 
 

$     Conference fee (Choose one from above) 
 

$      If you wish to pay your WAEOP dues with your registration, complete and include a membership form 

(downloadable from the WAEOP website), include appropriate annual dues, and indicate whether you are  

renewing your membership or if you are new (just now joining). 
 

   $35 regular, active membership $10 associate membership 

   $5 retiree $5 student 
 

  new/joining     -or-      renewing  
 

Your NAEOP membership can be renewed by going to naeop.org.  
 

$     Guest meal (lunch) - If you are ordering a guest lunch, please add $24 (per guest) to your  

registration.  Print guests name(s) here   
 

$   Guest meal (Saturday installation banquet—If you are ordering a guest dinner, please add $40 (per guest) 

to your registration.  Print guests name(s) and meal choice here 

     
 

$     TOTAL enclosed (SEE NEXT PAGE FOR PAYMENT OPTIONS) 
 

Indicate your choice (and an alternate) for skill-building sessions below.  
 

 Friday Choices:  First Second   Saturday Choices:  First Second   

 10 a.m. to noon     10 a.m. to noon     

 1 to 3 p.m.     1:45 to 3:15 p.m.      

  

Special dietary need:    



 

WAEOP accepts electronic payments as well as checks, money orders,  
purchase orders, and PayPal payments! 

 

Choose your payment option below and follow the instructions. 

 

If you need help with your registration or payment option contact Mary Taylor, institute registrar, at: 
 

 mary.taylor@tumwater.k12.wa.us 
 

 360-943-6299 
 

 MARY TAYLOR 

 1721 91ST AVE SW 

 OLYMPIA WA  98512 

 

 

   I am paying by check, money order, or purchase order   
 

 Fill out this form and print it to send with your Conference Registration form.   

 Mail the completed form and check, money order, or purchase order to Mary Taylor, registrar  

 Purchase Order number  _____________________ 

 If paying for a membership or renewing a membership, please include a membership form. 

 

 

   I am paying by credit card    
 

 Fill out this form and print it to include with your Conference Registration form. 

 Fill out the credit card information below ONLY if paying by credit card 

 If paying for a WAEOP membership or renewing a membership, please include a membership 

form. 

 Print the form and mail it to Mary Taylor, registrar - OR - scan your completed form and send it to 

Mary’s e-mail (mary.taylor@tumwater.k12.wa.us. 

 

Card number   

 

Expiration date (mm/yyyy)  /   

 

Cardholder name   

 

Cardholder billing street address   

 

Cardholder billing zip code   

 

 

 I am paying by PayPal  (this option is for REGISTRATION ONLY)  Please use a different  

payment option if you are ordering guest meals. 
 

 Fill out this form completely and print it to send with your Conference Registration form. 

 Click the PayPal button on the website to pay your conference registration amount 

 To pay your membership or renewal, go to the membership section on the website and use the  

PayPal button to join or renew.  Please include/submit a membership form. 

 Print the form and mail it to Mary Taylor, registrar - OR - scan your completed form and send it to 

Mary’s e-mail (mary.taylor@tumwater.k12.wa.us. 
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