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I. Introduction and Welcome 

Thank you for agreeing to serve on the board for West Tennessee Legal Services (WTLS). WTLS 
is a private, nonprofit organization that provides high-quality civil legal assistance and equal 
access to justice free of charge, to low-income individuals and families in 17 counties in West 
Tennessee. The WTLS Board of Directors (BOD) is a working board that meets as a full board for 
regularly scheduled meetings four times each year. The Executive/Finance Committee meets on 
months when there is not a full board meeting. Additional meetings may be scheduled as 
needed. Subcommittees meet as needed/scheduled, and board retreat(s)/training are 
scheduled as needed. Board members are expected to have commitment to and ownership of 
the mission, vision and plans of WTLS and to perform their responsibilities in a professional 
manner. In general, BOD members are expected to: 

¶ prepare for, attend, and participate in board meetings to provide good governance; 

¶ ǊŜƳŀƛƴ ƪƴƻǿƭŜŘƎŜŀōƭŜ ŀōƻǳǘ ǘƘŜ ƭŜƎŀƭ ƛǎǎǳŜǎ ǘƘŀǘ ŀŦŦŜŎǘ ²¢[{Ω ŎƭƛŜƴǘǎ and 
knowledgeable about other issues faced by persons living in poverty; 

¶ remain knowledgeable about the delivery of legal services to the low-income 
community; 

¶ understand the programs offered by WTLS, and through the designated committee, 
evaluate the effectiveness of services delivered by WTLS; 

¶ attend training seminars and board retreats as provided; 

¶ be willing to serve on at least one committee during each two (2) year term; 

¶ make a financial and/or in-kind contribution to WTLS, commensurate with each 
membŜǊΩǎ ŀōƛƭƛǘȅ ǘƻ Řƻ ǎƻΤ 

¶ review the budget and other financial statements as needed, and, through designated 
committee, assure compliance with all basic standards of accountability and ethics; 

¶ act as good will ambassadors for WTLS in the community; 

¶ periodically and comprehensively self-evaluate their performance on the board; 

¶ review and adhere to the WTLS Code of Conduct; 

¶ review, sign and adhere to the WTLS BOD Conflict of Interest Policy; 

¶ actively participate in fund development efforts, including attendance at fundraising 
events, when possible. 

WTLSΩ Board of Directors are expected to adhere to these expectations; but we do realize that 
there may be exceptions for individual board members. We take these expectations seriously, 
and believe they are consistent with what constitutes an effective WTLS board. 

¸ƻǳ ǿŜǊŜ ŀǎƪŜŘ ǘƻ ǎŜǊǾŜ ƻƴ ²¢[{Ω .ƻŀǊŘ ƻŦ 5ƛǊŜŎǘƻǊǎ ƛƴ ǊŜŎƻƎƴƛǘƛƻƴ ƻŦ ȅƻǳǊ ǇǊƻǾŜƴ ǎǘǊƻƴƎ 
commitment to access to justice for our low-income neighbors. Together, we work towards 
ƳŀƪƛƴƎ ǘƘŜ ǇƭŜŘƎŜ ƻŦ άƧǳǎǘƛŎŜ ŦƻǊ ŀƭƭέ ŀ ǊŜŀƭƛǘȅ ƛƴ ²¢[{Ω мт Ŏƻǳƴǘȅ ǎŜǊǾƛŎŜ area.  
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A. Board Member Responsibilities 

WTLS Board of Directors are provided the Tennessee Guidebook for Nonprofits (2019), which outlines 
ƎŜƴŜǊŀƭ .ƻŀǊŘ DƻǾŜǊƴŀƴŎŜ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ {ǇŜŎƛŦƛŎ ǘƻ ²¢[{Σ ǘƘŜ .ƻŀǊŘ ƻŦ 5ƛǊŜŎǘƻǊǎΩ DƻǾŜǊƴŀƴŎŜ 
consists of the following: 

1.  aL{{LhbΥ άProviding equal access to justice in 17 counties in West Tennesseeέ 
a. Ensure that the mission of WTLS is carried out, and that it meets the needs of the 

community that it serves, including setting annual priorities and income guidelines. 
2. POLICY/ADMINISTRATION: 

a. Assist in the establishment of policies that determine the purpose, governing principals, 
and course of action of WTLS, through which its mission can be accomplished; 

b. Participate in the development and implementation of the WTLS Strategic Plan; 
c. Approve WTLS annual objectives and long-range goals; 
d. Empower the Executive Director to manage WTLS according to the policies adopted by 

the Board; 
e. Monitor WTLS goals and achievements; 
f. Ensure that WTLS conducts its business in compliance with legal and funding 

requirements; and 
g. Be familiar with, review and approve major WTLS plans and programs. 

3.  PERSONNEL 
a. {ŜƭŜŎǘ ŀƴŘ ŜƳǇƭƻȅ ǘƘŜ 9ȄŜŎǳǘƛǾŜ 5ƛǊŜŎǘƻǊΣ ŀƴŘ ŀƴƴǳŀƭƭȅ ŜǾŀƭǳŀǘŜ ǘƘŀǘ ǇŜǊǎƻƴΩǎ 

performance; 
b. Participate in the ongoing development of succession planning for the Board and WTLS 

management. 
4.  EVALUATION 

a. Set standards of performance for the Board and WTLS, and monitor and assess progress, 
ōŀǎŜŘ ƻƴ ǘƘŜ ²¢[{Ω ƳƛǎǎƛƻƴΤ 

b. hǾŜǊǎŜŜ ŜǾŀƭǳŀǘƛƻƴ ƻŦ ²¢[{Ω ǎŜǊǾƛŎŜǎ ŀƴŘ ǇǊƻƎǊŀƳǎΤ 
c. wŜǾƛŜǿ ŀƴƴǳŀƭƭȅ ²¢[{Ω accomplishments for the previous year; and 
d. Counsel and provide good judgment on plans of the Board, its Committees and the 

Executive Director 
5.  PROFESSIONAL and ETHICAL STANDARDS 

a. Maintain the confidentiality of Board meetings and WTLS; 
b. Support the outcome of decisions, even when not in agreement; 
c. LŘŜƴǘƛŦȅ άŎƻƴŦƭƛŎǘǎ ƻŦ ƛƴǘŜǊŜǎǘέ ŀƴŘ ŀōǎǘŀƛƴ ŦǊƻƳ ǾƻǘƛƴƎ ǿƘŜƴ ŀǇǇǊƻǇǊƛŀǘŜΤ ŀƴŘ 
d. Maintain open lines of communication with the Executive Director. 

I understand that as a member of the Board, I will be accountable on an annual basis to the Expectations 
and Responsibilities stated above. 

_________________________    __________________ 
SIGNATURE OF BOARD MEMBER      DATE 

_________________________ 
Printed Name of Board Member 

_________________________    __________________ 

SIGNATURE OF BOARD CHAIR       DATE  
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B. Board Member Responsibilities Specific to OCJP 
The board responsibilities of greatest concern to OCJP and its contractual relationship with a nonprofit 

include, but are not limited to the following: 

¶ Ensuring that all necessary requirements of OCJP relative to the grant are met 

¶ Ensuring that the Board President or Chair serve as the Authorizing Official for OCJP Contracts 

and thereby sign or appoint a designee to sign OCJP/agency contracts 

¶ Establishing policies, regulations, and by-laws consistent with the purpose of the agency 

¶ Establishing accounting systems and fiscal controls consistent with generally accepted 

accounting principles and good business practice 

¶ Establishing policies prohibiting nepotism whether between the board and the agency or within 

the agency itself 

¶ Governing in a manner that would avoid even the appearance of any conflict of interest 

¶ .ŜƛƴƎ ŀŎǘƛǾŜƭȅ ƛƴǾƻƭǾŜŘ ƛƴ ŘƛǊŜŎǘƛƴƎ ǘƘŜ ŀƎŜƴŎȅΩǎ ƻǇŜǊŀǘƛƻƴǎ ǘƘǊƻǳƎƘ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ conducting 

ǊŜƎǳƭŀǊ ōƻŀǊŘ ƳŜŜǘƛƴƎǎ ƘŜƭŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŀƎŜƴŎȅΩǎ ōȅ-laws 

¶ Ensuring board minutes are maintained and kept on file for review by OCJP Monitoring staff 

¶ Accepting liability for and resolving any costs questioned resulting from OCJP monitoring 

¶ Providing adequate resources for the activities of the organization through direct financial 

contributions and a commitment to fund raising 

¶ Developing and maintaining communication with the community and promoting the mission 

and activities of the organization 

BOARD MEMBER TRAINING 

All new board members are required to complete the Resource Sharing Project E-Learning Course for 

Board of Directors ǘǊŀƛƴƛƴƎ ǿƛǘƘƛƴ ǘƘǊŜŜ ƳƻƴǘƘǎ ƻŦ ƧƻƛƴƛƴƎ ǘƘŜ ŀƎŜƴŎȅΩǎ ōƻŀǊŘΣ ŀǎ ŀ ǇŀǊǘ ƻŦ ǘƘŜƛǊ 

orientation. 

A certification ƻŦ ŎƻƳǇƭŜǘƛƻƴ ǎƘƻǳƭŘ ōŜ ǎƛƎƴŜŘ ōȅ ŜŀŎƘ .ƻŀǊŘ ƳŜƳōŜǊ ŀƴŘ ƪŜǇǘ ƛƴ ²¢[{Ω ±h/! ƎǊŀƴǘ 

file.  

To access the online training, complete the following steps: 

1. Paste this link in your browser and navigate to the page: 
http://www.resourcesharingproject.org/e-learning-course-boards-directors   

2. Click on the link in the first paragraph that says online board orientation course.  
3. Complete the short survey and continue to the training. The training consists of modules and 

can be broken down over the course of time available. It takes approximately 3 hours to 
complete in its entirety.  

a. Only the Tennessee Coalition to End Domestic and Sexual Violence board members 
must complete Module 1: Section 3, as it is tailored to statewide coalitions. All other 
non-profit board members are not required to complete Module 1: Section 3.  

b. Only board members who are with non-profit agencies that receive OVW funding are 
required to complete Module 2: Section 3: 8.2.  

4. After completing the training, board members are required to sign the Certificate of Completion 
ŀƴŘ ǎŀǾŜ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ƛƴ ǘƘŜ !ƎŜƴŎȅΩǎ ƎǊŀƴǘ ŦƛƭŜΦ  

http://www.resourcesharingproject.org/e-learning-course-boards-directors
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C. Certificate of Completion of E-Learning Course for Boards of Directors 
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D. Conflict of Interest Form 
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E. WTLS Code of Ethics 

 


























































