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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; 

• remain knowledgeable about the legal issues that affect WTLS’ clients 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 
member’s ability to do so; 

• 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. 

WTLS’ 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. 

You were asked to serve on WTLS’ Board of Directors in recognition of your proven strong 
commitment to access to justice for our low-income neighbors. Together, we work towards 
making the pledge of “justice for all” a reality in WTLS’ 17 county service area.  



 - 4 - 

A. Board Member Responsibilities 

WTLS Board of Directors are provided the Tennessee Guidebook for Nonprofits (2019), which outlines 
general Board Governance Responsibilities. Specific to WTLS, the Board of Directors’ Governance 
consists of the following: 

1.  MISSION: “Providing equal access to justice in 17 counties in West Tennessee” 
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. Select and employ the Executive Director, and annually evaluate that person’s 

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, 
based on the WTLS’ mission; 

b. Oversee evaluation of WTLS’ services and programs; 
c. Review annually WTLS’ 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. Identify “conflicts of interest” and abstain from voting when appropriate; and 
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 

• Being actively involved in directing the agency’s operations through the process of conducting 

regular board meetings held in accordance with the agency’s by-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 training within three months of joining the agency’s board, as a part of their 

orientation. 

A certification of completion should be signed by each Board member and kept in WTLS’ VOCA grant 

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 
and save the certification in the Agency’s grant file.  

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 
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F. Board Assessment 
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G. Executive Director Annual Review 
 

 

EXECUTIVE DIRECTOR EVALUATION 

 

 

 

PLEASE CHECK ALL APPLICABLE BOXES: 

 

I am        a Board Member 

 

               a Board Member/Attorney                    

 

                  

 

 

        

 

 Please use the attached form for guidance in evaluating the executive director’s 

performance (to the extent of your personal knowledge of it).  Use the comment portion to 

emphasize any particular strengths or weaknesses you may perceive within each general area, 

and please feel free to amplify beyond the space provided for comments. 

 

 If you are willing to be interviewed by a member of the Personnel Committee, please 

provide your name below.  You need not sign this form or identify yourself if you do not wish to 

be interviewed. 

 

 WE WOULD ALSO LIKE YOUR ASSISTANCE IN IMPROVING THE PROGRAM.  

IN YOUR OPINION, WHAT TWO THINGS COULD THE EXECUTIVE DIRECTOR DO TO 

IMPROVE OUR OPERATIONS AND EFFECTIVENESS? 

             

             

             

          

 

Name (Please Print):            

 

Telephone:              
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Please circle the score you think best reflects the executive director’s performance in each of the 

areas below.  The scale is 1 through 5, with 5 the highest or best score. 

         

 

1.  LEADERSHIP 

 

A.  Thinks ahead and anticipates problems    1  2  3  4  5 

B.  Acts decisively       1  2  3  4  5 

C.  Motivates staff & colleagues     1  2  3  4  5 

D.  Maintains program leadership in community affairs  1  2  3  4  5 

E.  Serves as a desirable role model     1  2  3  4  5 

 

Comments:              

             

           

 

2.  SUPERVISORY SKILLS 

 

A.  Defines goals & expectations clearly    1  2  3  4  5 

B.  Gives timely, clear & positive feedback    1  2  3  4  5 

C.  Provides needed information     1  2  3  4  5 

D.  Fosters professional growth in staff    1  2  3  4  5 

 

Comments:              

             

           

 

3.  PERSONNEL MANAGEMENT 

 

A.  Recruits and retains highly qualified personnel   1  2  3  4  5 

B.  Recognizes and deals effectively with staff’s   1  2  3  4  5 

 strengths & weaknesses    

C.  Resolves personnel concerns in a timely,    1  2  3  4  5 

 decisive & sensitive manner 

D.  Committed to EEO & affirmative action    1  2  3  4  5 

 

Comments:              

             

           

 

4.  STAFF RELATIONS 

 

A.  Ensures that staff is well-informed about the program, 

their own job descriptions & regulations 

affecting their work      1  2  3  4  5 

B.  Able to balance decisiveness with decision-making 
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by consensus with appropriate staff input & involvement 1  2  3  4  5 

C.  Encourages creativity by staff in problem-solving  1  2  3  4  5 

D.  Conducts effective staff meetings & follows up on issues 

raised there       1  2  3  4  5 

 

Comments:              

             

           

 

5.  BOARD RELATIONS 

 

A.  Involves Board members appropriately in the program, 

informing Board adequately to facilitate 

policy decisions      1  2  3  4  5 

B.  Strikes suitable balance between management & 

Board decisions      1  2  3  4  5 

 

Comments:              

             

           

 

6.  COMMUNITY RELATIONS 

 

Relates effectively to communities outside West Tennessee Legal Services to make  

 West Tennessee Legal Services an effective & positive force in the community: 

A.  client community      1  2  3  4  5 

B.  funding community     1  2  3  4  5 

C.  private bar       1  2  3  4  5 

 

Comments:              

             

           

 

7.  PERSONAL ATTRIBUTES 

 

A.  Sets personal goals that are realistic    1  2  3  4  5 

B.  Works productively & positively without burnout  1  2  3  4  5 

C.  Keeps appointments & meets deadlines    1  2  3  4  5 

D.  Thinks creatively about problem solving    1  2  3  4  5 

E.  Admits to & corrects personal errors & misjudgments  1  2  3  4  5 

F.  Receives & deals positively with suggestions 

 and/or criticism      1  2  3  4  5 

 

Comments:              
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8.  KNOWLEDGE OF LAW 

 

A.  Appreciation of the substantive law affecting the program 

so as to be effective in decision-making regarding 

case management where appropriate    1  2  3  4  5 

 

Comments:              

             

           

 

9.  USE OF RESOURCES 

 

A.  Appreciates community resources available & is 

creative in approaches to tapping those resources  1  2  3  4  5 

B.  Effectively deploys program’s resources to meet 

client needs       1  2  3  4  5 

C.  Encourages cooperation both within the program 

& with other legal services programs to achieve 

maximum efficiency in delivery of services   1  2  3  4  5 

 

Comments:              

             

           

 

10.  FISCAL MANAGEMENT 

 

A.  Understands fiscal affairs of the program sufficiently to  

supervise and evaluate fiscal officers & employees  1  2  3  4  5 

 

Comments:              

             

           

 

 

GENERAL/ADDITIONAL COMMENTS: 
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II. Who We Are 

A. Board Members 
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B. Management and Staff 
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III. Charter and Bylaws 
 
These can be viewed in their entirety here: https://wtls.org/wp-content/uploads/2021/07/Charter-
and-Bylaws.pdf  
 

 

 

 

 

IV. WTLS Manual 
 

WTLS’ Manual includes the following 

1. Employee Manual 

2. Advocacy Manual 

3. Supervisory Manual 

4. Accounting Manual 

5. Tech Manual 

The WTLS Manual can be accessed online here; physical copies of the Board Manual will include the 

WTLS Manual in its entirety in this section. 

 
 

 

V. Strategic Plan 
 

The strategic plan can be viewed in its entirety here: https://wtls.org/wp-

content/uploads/2021/07/Strategic-Plan-2021-2024.pdf  

  

https://wtls.org/wp-content/uploads/2021/07/Charter-and-Bylaws.pdf
https://wtls.org/wp-content/uploads/2021/07/Charter-and-Bylaws.pdf
https://drive.google.com/file/d/1lv-AYt0rvQZ2MnOWrnaXhxlVm_-tPhZQ/view?usp=sharing
https://wtls.org/wp-content/uploads/2021/07/Strategic-Plan-2021-2024.pdf
https://wtls.org/wp-content/uploads/2021/07/Strategic-Plan-2021-2024.pdf
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VI. Income and Asset Guidelines 
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VII. Priorities 
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VIII. LSC Specifications 
 

A. LSC Board Composition 
“(c) In making grants or entering into contracts for legal assistance, the Corporation shall 
insure that any recipient organized solely for the purpose of providing legal assistance to 
eligible clients is governed by a body at least 60 percent of which consists of attorneys 
who are members of the bar of a State in which the legal assistance is to be provided 
(except that the Corporation (1) shall, upon application, grant waivers to permit a legal 
services program, supported under Section 222(a)(3) of the Economic Opportunity Act 
of 1964, which on the date of enactment of this title has a majority of persons who are 
not attorneys on its policy-making board to continue such a non-attorney majority 
under the provisions of this title, and (2) may grant, pursuant to regulations issued by 
the Corporation, such a waiver for recipients which, because of the nature of the 
population they serve, are unable to comply with such requirement) and at least one-
third of which consists of persons who are, when selected, eligible clients who may also 
be representatives of associations or organizations of eligible clients. Any such attorney, 
while serving on such board, shall not receive compensation from a recipient.”1 
 

B. LSC Performance Criteria – Performance Area 4, Criterion 1. Board 

Governance 
This information can be found in LSC’s Performance Criteria, published 2018 

 

C. 45 CFR 1607: Governing Bodies 
This can be read in its entirety on the page LSC Regulations, updated 2021  

 

D. Program Letters and Advisory Opinions 
A comprehensive and up-to-date list of LSC’s Program Letters and Advisory Opinions can 

be found on LSC’s website. 

LSC Program Letters 

LSC Advisory Opinions 

  

 
1 Retrieved from https://www.lsc.gov/about-lsc/laws-regulations-guidance/lsc-act 

https://lsc-live.app.box.com/s/nae8k13kxg8sr6weknnzac0ldwb7r26z
https://www.lsc.gov/about-lsc/laws-regulations-and-guidance/lsc-regulations
https://www.lsc.gov/about-lsc/laws-regulations-guidance/program-letters
https://www.lsc.gov/about-lsc/laws-regulations-guidance/advisory-opinions
https://www.lsc.gov/about-lsc/laws-regulations-guidance/lsc-act
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IX. Current Funders and Programs 
 

Access to Justice 

Bail Bonds 

Community Development Block Grant 

Cycles of Success 

Department of Justice 

ESG: Emergency Solutions Grants Program 

Fair Housing Initiatives Project 

Fair Housing Initiatives Project, Education + Outreach 

Filing Fees 

Housing Counseling 

Housing Opportunities for Persons with AIDS (HOPWA) 

Interest on Lawyer Trust Accounts (IOLTA) 

Legal Services Corporation 

Legal Services Corporation, Pro Bono Initiative  

Long-Term Care Ombudsman 

Minority AIDS Initiative 

Northwest Senior Citizens Law Project 

Ryan White CARES 

Southwest Senior Citizens Law Project 

Supplemental Nutrition Assistance Program (SNAP) 

Supplemental Security Income (SSI) Program 

Supportive Services for Veteran Families (SSVF) 

Tennessee Housing Development Agency (THDA) 

Tennessee Senior Law Alliance (TSLA) 

Victims of Crime Act 
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X. Acronyms 
Administrative Office of the 
Courts 

AOC 

Bank of America Settlement 
Funds 

BOA 

Community Development 
Block Grant 

CDBG 

Cost of Living Adjustment COLA 

Department of Children's 
Services 

DCS 

Department of Justice DOJ 

Emergency Solutions Grant ESG 

Equal Justice Works EJW 

Fair Housing Initiative 
Program 

FHIP 

Housing and Urban 
Development   

HUD 

Housing Opportunities for 
Persons with AIDS 

HOPWA 

Interest on Lawyer’s Trust 
Accounts 

IOLTA 

Legal Services Corporation LSC 

Long Term Care 
Ombudsman 

LTCO 

Minority Aids Initiatives MAl 

National Foreclosure 
Mitigation Counseling 

NFMC 

Northwest Development 
District 

NWDD 

Office of Inspector General OIG 

Office of Justice Programs OJP 

Private Attorney 
Involvement 

PAI 

Pro Bono Innovation Fund PBIF 

Ryan White AIDS Grant CARE 

Salary Adjustment Funding 
Equalization 

SAFE 

Senior Citizen’s Law Project SCLP 

Services Training Officers 
Prosecutors 

STOP 

Social Security Disability 
Income 

SSD or 
SSDI 

Supplemental Security 
Income 

SSI 

Supportive Services for 
Veterans’ Families 

SSVF 

Supplemental Nutrition 
Assistance Program 
(formerly Food Stamps) 

SNAP 

Southwest Development 
District 

SWDD 

Tennessee Alliance for Legal 
Services 

TALS 

Tennessee Bar Association TBA 

Tennessee Housing 
Development Agency 

THDA 

Technology Initiatives Grant TIG 

Victims of Crime Act VOCA 

Violence Against Women’s 
Act 

VAWA 

United Way of Metropolitan 
Nashville 

UWMN 

United Way of West 
Tennessee   

UWWT 
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XI. Tennessee Guide for Nonprofits – What Every Board Member 

Should Know (2019) 
 

This booklet in its entirety can be found at https://sos.tn.gov/products/charitable-solicitations-and-

gaming/2019-nonprofit-guidebook  

 

https://sos.tn.gov/products/charitable-solicitations-and-gaming/2019-nonprofit-guidebook
https://sos.tn.gov/products/charitable-solicitations-and-gaming/2019-nonprofit-guidebook
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XII. Calendar of Regularly Scheduled Meetings and Minutes 
 

 

  

Audit Committee Meeting

Executive/Finance Committee Meeting

27 28 29 30 31 1 2 31 1 2 3 4 5 6 28 1 2 3 4 5 6 28 29 30 31 1 2 3

3 4 5 6 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11 12 13 4 5 6 7 8 9 10

10 11 12 13 14 15 16 14 15 16 17 18 19 20 14 15 16 17 18 19 20 11 12 13 14 15 16 17

17 18 19 20 21 22 23 21 22 23 24 25 26 27 21 22 23 24 25 26 27 18 19 20 21 22 23 24

24 25 26 27 28 29 30 28 1 2 3 4 5 6 28 29 30 31 1 2 3 25 26 27 28 29 30 1

31 1 2 3 4 5 6 7 8 9 10 11 12 13 4 5 6 7 8 9 10 2 3 4 5 6 7 8

25 26 27 28 29 30 1 30 31 1 2 3 4 5 27 28 29 30 1 2 3 1 2 3 4 5 6 7

2 3 4 5 6 7 8 6 7 8 9 10 11 12 4 5 6 7 8 9 10 8 9 10 11 12 13 14

9 10 11 12 13 14 15 13 14 15 16 17 18 19 11 12 13 14 15 16 17 15 16 17 18 19 20 21

16 17 18 19 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28

23 24 25 26 27 28 29 27 28 29 30 1 2 3 25 26 27 28 29 30 31 29 30 31 1 2 3 4

30 31 1 2 3 4 5 4 5 6 7 8 9 10 1 2 3 4 5 6 7 5 6 7 8 9 10 11

29 30 31 1 2 3 4 26 27 28 29 30 1 2 31 1 2 3 4 5 6 28 29 30 1 2 3 4

5 6 7 8 9 10 11 3 4 5 6 7 8 9 7 8 9 10 11 12 13 5 6 7 8 9 10 11

12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 12 13 14 15 16 17 18

19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25

26 27 28 29 30 1 2 24 25 26 27 28 29 30 28 29 30 1 2 3 4 26 27 28 29 30 31 1

3 4 5 6 7 8 9 31 1 2 3 4 5 6 5 6 7 8 9 10 11 2 3 4 5 6 7 8

KEY:

Board Meeting 2021
JANUARY

DECEMBERNOVEMBEROCTOBERSEPTEMBER

FEBRUARY MARCH APRIL

MAY JUNE JULY AUGUST
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XIII. Important Documents 

A. Form 990 
WTLS’ full 2020 990 can be found here: https://wtls.org/wp-content/uploads/2021/07/2020-IRS-Form-

990.pdf  

 

https://wtls.org/wp-content/uploads/2021/07/2020-IRS-Form-990.pdf
https://wtls.org/wp-content/uploads/2021/07/2020-IRS-Form-990.pdf
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B. Charitable Solicitations Registration 
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C. Nonprofit Registration with TN Secretary of State 

 


