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l. 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 highality civil legal assistance and equal

access to justice free of charge, to kwecome individuals and faities 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. ExecutiveFinance Committee meets on
months when there is not a full board reeéng. 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 WTL#8 smperform 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;
NBYFAY (1y26tSR3ISIO6tS | 02dzi (Ked £ S3Ff A aadzS
knowledgeable about other issues faced by persons living in poverty;
1 remain knowledgeable about the delivery of legal services to theilmame

community;
1 understand the programs offered by WTLS, and through the designated committee,
evaluate the effetiveness 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 #ind contribution to WTLS, commensurate with each
membSNR& FoAfAde G2 R2 &az2T
1 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;
periodicdly and comprehensively sedfvaluate 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 attendaat&indraising
events, when possible.
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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 WTL& boa
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commitment to access to justice for our lemcome neighbors. Together, we work towards
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A.

Board Member Responsibilities

WTLS Board of Directors are provided the Tennessee Guidebook fprafits(2019, which outlines
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consists of thdollowing:

1. alL{
a.

{ LPmobiding équal access to justice in 17 counties in West Tenriessee
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.

b.
c.
d.

e.
f.

g.
3. PERS

a.

b.

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;
Participate in the development and implementation of the WTk&&iic Plan;

Approve WTLS annual objectives dmuigrangegoals;

Empower the Executive Director to manage WTLS according to the policies adopted by
the Board,;

Monitor WTLS goals and achievements;

Ensure that WTLS conducts its business in compliancdegghand funding

requirements; and

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

ONNEL
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performance;

Participate in the ongoing development of succesglanning for the Board and WTLS
management.

4. EVALUATION

a.

b.
c.
d.

Setstandards of performance for the Board and WTLS, and monitor and assess progress,
oFraSR 2y GKS 2¢[{Q YAaaArzyT
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Counsel and provide good judgment on plans of the Board, its Committees and the

Executive Director

5. PROFESSIONAL and ETHICAL STANDARDS

a.

b.
c.
d.

Maintain the confidentiality of Board meetings and WTLS;

Support the outcome decisions, even when not in agreement;
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Maintain open lines of communication with the Executive Director.

| understand that as a member of the Board, | will be accountablenanaual basis to the Expectations
and Responsibilities stated above.

SIGNATURE OF BOARD MEMBER DATE

Printed Name

of Board Member

SIGNATURE OF BOARD CHAIR DATE



B. Board Member Responsibilities SpecifiOP
The board responsibilities of greatest concern to OCJP and its contractual relationship with a nonprofit
include, but are not limited to théllowing:

1 Ensuring that all necessary requirements of OCJP relative to the grant are met
91 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
9 Establishing policies, regulations, andlayvs consistent with the purpose of the agency
9 Establishing accounting systems and fiscal controls consistent with generally accepted
accounting principles and good business practice
9 Establishing policies prohibitj nepotism whether between the board and the agency or within
the agency itself
9 Governing in a manner that would avoid even the appearance of any conflict of interest
T .SAy3a OGAGSte Ay@2ft @SR Ay RANBOU Acgructink S | 3Sy O
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9 Ensuring board minutes are maintained and kept on file for review by OCJP Monitoring staff
9 Accepting liability for and resolving any costs questioned resulting from OCJP rimgnitor
1 Providing adequate resources for the activities of the organization through direct financial
contributions and a commitment to fund raising
1 Developing and maintaining communication with the community and promoting the mission
and activities of the orgaization

BOARD MEMBER TRAINING

All new board members are required to complete Resource Sharing Projectliearning Course for
Board of Directorsi NI A YAy 3 gAOGKAY GKNBS Y2y iKa 2F 22AyAy3 Gl
orientation.
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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/dearningcourseboardsdirectors
2. Click on the link in the first paragraph that says online board orientation course.
3. Complete the short survey and continue to the trainifige 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:e&gtion 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 ngmofit agencies that receive OVW funding are
required to complete Module 2: Seoti 3: 8.2.
4. After completing the training, board members are required to sign the Certificate of Completion
YR &l @S GKS OSNIATFTAOFGAZ2Y Ay GKS ! 3SyodeqQa 3INI



http://www.resourcesharingproject.org/e-learning-course-boards-directors

C. Certificate of Completion oflEearning Course for Boards of Directors

Finance & M E M O

== Administration

To: OCIJP Subrecipients

From: William J. Scollon, Director %
Office of Criminal Justice Programs

Date: August 9, 2017

Subject: Non-Profit Board Member Training

Non-Profit Agencies 2017-01

In an effort to improve the connection between non-profit agencies and those serving on their boards, all
non-profit board members of agencies funded by the Tennessee Office of Criminal Justice Programs (oCiP)
are required to complete the Resource Sharing Project E-Learning Course for Board of Directors found at the
second link below no later than December 31, 2017.

Board members generally do not manage the day-to-day activities of the non-profit agency, however, they do
act as stewards of the agency and have certain fiduciary responsibilities under Tennessee law. Specifically,
Tennessee law imposes the duties of good faith, loyalty and care. OCIP is instituting this requirement to
insure that board members are aware of their responsibilities. To find more on the requirements specific to
Tennessee non-profit boards, each board member should be given the What Every Board Member Should
Know Guidebook written by the Tennessee Attorney General and Reporter Office and found at this link:
httgs:[[www.tn.gov[assets[entities[attomeygeneral/attachments/nonprofitguidebookodf

From this point forward all new board members are required to complete this training within three months
of joining the agency’s board, as a part of their orientation.

The attached certification of completion should be signed by each board member and kept in the agency’s
grant files.

To access the online training, follow the steps listed below:
1. Paste this link in your browser and navigate to the page. http://www.resourcesharingproject.org/e-
learning-course-boards-directors
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 that is
attached to this memo and save the certification in the Agency'’s grant file.

If your agency has a standard board member training that includes the topics in the training above, OCIP will
review your policy and training plan. Contact your program manager for more information on this process.
Thank you in advance for your cooperation.

Office of Criminal Justice Programs * William R. Snodgrass Tennessee Tower *
312 Rosa L. Parks Ave., 18" Floor « Nashville, TN 37243 » tn.gov/finance/section/fa-ocjp



Finance &

m— Administration

Resource Sharing Project E-Learning Course for Board of Directors
Board Member Certification of Training

Agency:

Board Member Name:

Date Board Member Joined Board:

Date online Board Member E-Learning Series completed:

Agency receives OVW funding and Board Member completed Module 2: Section 3: 8.2. YES NO

Agency is Tennessee Coalition to End Domestic and Sexual Violence and Board Member completed
Module 1: Section 3 YES NO

I, the undersigned, certify that I have completed the online Board Member E-Learning Series
located at http://www.resourcesharingproject.org/e-learning-course-boards-directors and all
requirements as set forth in the above information provided.

Signature: Date:

Office of Criminal Justice Programs *William R. Snodgrass Tennessee Tower - 18" Floor »
312 Rosa L. Parks Avenue « Nashville, TN 37243-1102 -
http://www.tn.gov/finance/section/fa-ocjp



D. Conflict ofinterest Form

WTLS WHISTLEBLOWER POLICY

An employee, officer, or director who observes, leams of, or in good faith believes it is likely that
another employee, officer, or director, or a director or an employee of a WTLS contractor or of a
recipient of L3C funding, has engaged in unlawful or unethical activity, must immediately report the
actual or suspected activity to the Executive Director. Suspected unlawful /unethical behavior involving
the Executive Director shall be reported to the Board Chair. The whistleblower shall cooperate fully in
the investigation of the reported unlawful or unethical behavior conducted by the Executive Director or
the Board Chair. Reported activities will be reviewed and addressed promptly, including reporting to
funders and law enforcement as may be appropriate. WTLS will protect the identity of the whistleblower
to the extent possible and except as may be otherwise required by law and not retaliate against any
employee, officer, or director for reporting or participating in good faith in the investigation of such

activity.

WTLS CODE OF CONDUCT/CONFLICT OF INTEREST POLICY

Employees, officers, and/or directors conducting business on behalf of WTLS have a responsibility to do
so in @ manner that is objective and ethical. The goal of all such business dealings must be to benefit
WTLS and be in accoerdance with funder requirements.

The following policies apply:

WTLS employees, officers, and/or directors will conduct WTLS' business ethically and
objectively, incompliance with all applicable laws, regulations, and WTLS policies.
WT5S employees, officers, and/or directors must not accept gifts, entertainment, meals, or travel
that might directly or indirectly influence their business judgement or decision-making as agents
of WTLS, or that might give the appearance of impropriety.
WTLS intends to avoid any unnecessary costs that are the result of gifts from suppliers given to
employees.
WTLS provides equal opportunity te firms wishing to pursue business relationships.
The purchase of poods or services by WTLS from a business in which an employee, officer,
and/or director or their family has a financial interest, or may directly benefit from such a
purchase, is a potential conflict of interest. Such situations should be disclosed to the Executive
Directer for review prior to the purchase. WTLS will strictly follow its procurement policies and
will not provide special favor to businesses in which any employese or employee’s family
member has a financial interest or may directly benefit from such a purpose. No WTLS
employee, officer, and/or director who has or whose family has 2 financial interest in a business
seeking to do business with WTLS shall hawve any invoheement in the procurement process for
which the employee or their family has a business interest.
Any promotional benefit that results from a business transaction on behalf of WTLS will be
provided to WTLS and not to an individual employee, officer, or director.
Employees, officers, and/or directors may not accept any sum from any supplier attempting to
“reward” the employees, officers, and/or directors for WTLS' decision to do business with the
supplier. Any acceptance of such sums, or kickbacks, will result in termination of the employees’
employment (and possible legal action); and the termination of the business relationship with
the supplier.
Gifts —in conducting WTLS" business, employees, officers, and/or directors may encounter offers
of gifts from suppliers. The fellowing guidelines apply:

i Offers of gifts should never be accepted in return for a business favor.



in. Gifts of cash or monetary gifts of any kind or amount may never be accepted by
employees.

i The cumulative value of gifts received from all suppliers in total should not exceed 575
in any calendar year.

. Employees should review with their supervisor any offers of gifts.

Business Entertainment — in conducting WTLS' business, employees, officers, and/or directors

may from time to time be invited by a supplier to attend a sporting event, cultural activity, or

other entertainment event. It may be appropriate for employeses, officers, and/or directors to
accept such offers according to the following guidelines:
i.  The value of the entertainment is reasonable and not excessive.
il. Employees’ business judgements and decisions will not be influenced by the
entertainment or by the expense involved in the entertainment.
iii.  The entertainment offer is from a supplier from whom WTL3 has an existing relationship
or contact.
'8 The entertainment offer is not made during a time pericd where proposals or bids are
being sought to establish a new contract.
V. Entertainment offers should not be accepted with routine frequency.
vi. Employees should review with their supervisors any offers of business entertainment.

j-  Business Meals — in conducting WTLS’ business, employees, officers, and/or directors may from
time to time find it appropriate to do o in conjunction with mealtimes. While employees should
not routinely plan business meetings around mealtimes in order to be the recipient of a "free”
meal, it may not be inappropriate for employees to accept such a meal from suppliers. The
following guidelines should be observed:

i. Business will be conducted at the meal.
in. Employeess’ business judgements and decisions will not be influenced by the meal or by
the expense involved in the meal.
i Employees should review with their supervisors any offers of business meals.

k. Employees who are uncertain about whether to accept any offer from a supplier are advised to
not accept the offer if there are any doubts at all. Supervisors should be made aware of all offers
made to employees. In tum, supervisers should contact the Executive Director to discuss any
questionable offers and any known violations of this policy. The Executive Director or any Board
Member will make the Board Chair aware of any offers from suppliers that would benefit the
Executive Director or any member of the Board of Directors. The Executive Director will make
the Board Chair aware of any offers from suppliers that would benefit the Executive Director.
Any questionable offers and/or known violations of this policy by the Executive Director shall be
reported to and investigated by the Board Chair. Any guestionable offers and/or known
violations of this policy by the Board Chair shall be reported to and investigated by the other
members of the Board Executive Committee.

By my signature below, | certify that | have reviewed WTLS Whistleblower and Conflict of Interest
Policies.

Click or tap here to enter text Click or tap here to enter text.
Mame (printed) Date

Click or tap here to enter text
Signature



E. WTLS Code @&thics
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