
 
ASSOCIATION OF LEGAL ADMINISTRATORS  

PLAN OF WORK TEMPLATE FOR STANDING COMMITTEES 
Not applicable for project teams or event planning committees 

 
ALA is the premier professional association connecting leaders and managers within the legal industry. 
We provide extensive professional development, collaborative peer communities, strategic operational 
solutions, and business partner connections empowering our members to lead the business of law. 
 
Effective committees are those that focus on achieving outcomes directly linked to and supportive of 
achieving the Association’s Strategic Direction. To ensure the Committee remains focused, it is 
imperative that the Chair, Board Liaison and Staff Liaison agree on key outcomes which the Committee 
is pursuing through its work.   
 
COMMITTEE NAME: Diversity, Equity, Inclusion and Accessibility (DEIA) Committee 
 
COMMITTEE CHAIR: Tiffany Ho-Rivera 
 
COMMITTEE BOARD LIAISON: Eric Hightower 
 
COMMITTEE STAFF LIAISON: Becky Garrido 
 
COMMITTEE DESCRIPTION (source from https://www.alanet.org/membership/volunteer-
opportunities/standing-committees): 
 
The DEIA Committee serves as an inclusion and diversity resource for the advancement and expansion 
of underrepresented groups in the Association, legal practice environments and ALA constituent 
organizations. The Committee supports the organization’s members and legal industry stakeholders by 
providing tools that assist with leading and increasing diversity and inclusion awareness in the 
Association, in the legal management community and in all legal service organizations. 
 
 
Please outline how the work of this committee is tied to the overall goals of the Association as 
outlined in the current strategic direction. 
 

Goal How does the work of this committee tie to this goal? 

1) Embrace and advance 
diversity, equity, 
inclusion and 
accessibility in our 
Association and the 
legal industry. 

The Committee is dedicated to support and be of resource to the 
Association, its members, and business partners on all things DEIA. 
Through education, advocacy, and being goal-oriented, we are wherever 
we are needed to help advance DEIA at ALA and in the larger legal 
community.  

2) Foster collaborative 
experiences and 
opportunities that 
remove barriers for 
underrepresented 
members of the 
Association and legal 
community. 

We recognize the legal industry as one of the least diverse professions 
in the US. Through education, the Committee looks forward to providing 
members of the Association and legal community with tools and 
knowledge that empower them to make tangible changes that will 
remove barriers for underrepresented members. We will also work with 
underrepresented groups to devise plans of action where their input will 
be valued and incorporated to promote inclusion on all levels.  

3) Measure, study and 
report to initiate a 

Goal settings and progress tracking will be core parts of the Committee’s 
Plan of Work—we will explore an array of ways to engage with our 
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roadmap that 
continually aligns our 
practices with 
inclusion.  

communities, and aim to find out the most effective and sustainable way 
to bring material changes for an even more inclusive Association and 
legal community.  

4) See and feel our 
commitment in 
diversity in everything 
we do.  

Our Committee’s mission is to realize this goal—not only will we be 
providing support and educational resources to our communities, we are 
committed to hold everyone accountable in turning knowledge into 
actionable plans that will bring positive changes, including more 
diversity, in everything they do.  

5) Elevate the visibility of 
the Association and 
advocate for legal 
management 
professionals. 

Through our regularly shared digital content on various social media 
channels, educational presentations and panel discussions, we are 
presenting the Association as DEIA experts and advocates.  

 
List at least three (3) key outcomes the Committee’s work should focus on achieving next year. 
 
1) Education 

a) Provide guidance and conduct educational training to (i) Chapters in supporting their efforts to 
achieve the ALA President’s Award of Excellence, and to (ii) legal service organizations to 
increase impact on DEIA initiatives across the legal industry 

b) Review and update educational content to keep aligned with Association’s DEIA strategic 
direction and success indicators 

c) Create content and/or conduct how-to sessions to support Chapters in meeting DEIA goals for 
ALA President’s Award of Excellence 

d) Submit proposals to present at 2023 Chapter Leadership Institute 
e) Submit proposals to present at the 2023 Annual Conference 
f) Demonstrate thought leadership in the DEIA space by answering calls for speaker at ALA 

events and in the larger legal community 
 
2) Resources 

a) Enhance and maintain the DEIA Resources page of ALA website, including maintaining relevant 
white papers, resources and guides related to DEIA in the legal industry 

b) Provide space on the form for President’s Award of Excellence to provide an example on how 
Chapters are meeting the DEIA criteria so knowledge can be shared with other Chapters that 
may not have those resources otherwise 

c) Create a DEIAC sub-committee to support the work of the Annual Conference Planning 
Committee through working with the Conference Liaison, help to ensure diverse voices are 
provided equitable opportunities to present at AC, provide guidance on the process of presenter 
selection and/or review current selection guidelines and checklists to demonstrate an equitable 
selection process for all applicants.  

d) Take a proactive approach to recognize and celebrate different cultures and diversities, e.g., in 
the form of implementing a Diversity Calendar for the entire year 

e) Update the ALA Administrators Diversity Toolkit 
 

3) Promotion 
a) Maintain active social media presence  
b) Based on monthly analytics of the Committee’s social media, implement initiatives to increase 

content engagements, impressions and reaches 
c) Supporting Association DEIA content and initiatives by providing presentations, publishing work 

and original content. 



 
d) Promote ALA’s DEIA initiatives by representing the Committee at all Association conferences in 

various ways, including but not limited to hosting a table, add a gift in conference goodie bag, 
host a “Ask Me” booth and/or outreach via conference app.  

e) Commit to authoring an article on DEIA for the Legal Management Magazine at least on a 
quarterly basis 
 

4) Think Tank/Interactive Platform 
a) Utilize the DEIA Discussion Topic online group to provide an equitable and inclusive platform for 

all members of the Association to join in and/or lead conversations on DEIA topics. 
b) Promote opportunities for members, especially those from historically underrepresented groups, 

to share their first-hand experiences and suggestions by utilizing the DEIA Discussion Topic 
online group 

 
 
RESOURCES: Outline any resources needed (programs, staff support, budget, etc.) to complete the 
key outcomes described above. 
 
ALA had provided resources to the Committee to host a promotional table at Annual Conference and 
CLI, for the 2022-2023 committee year, we would like to request the same level of resources but have 
that be provided in alternative forms, for example, adding a gift in conference goodie bag, hosting a 
“Ask Me” booth and/or extending outreach via conference app. Continue to work with CRT to clarify 
roles and how to collaborate to meet the needs of our members. Budget to purchase a new 
tablecloth/banner to reflect the updated DEIA Committee name. We are so thankful for the highly 
competent and professional work of our Staff Liaison and Board Liaison; our work could not have been 
done without their unwavering support.  
 
Please indicate which other committees or project teams (if any) are working in areas closely 
aligned with the work of this committee, and thus requiring the coordination of work and/or 
resources. 
 

 Business Partner Project Team 

 Certification Committee 

 Diversity, Equity, Inclusion and 
Accessibility Committee 

 Large Firm Administrators Caucus 
Steering Committee 

 Membership Development Committee 

 Product and Service Review Committee 

 Professional Development Advisory 
Committee 

 Standards Review Committee 

 Annual Conference & Expo Planning 
Committee 

 Large Firm Retreat Planning Committee 

 IP Conference for Legal Professionals 
Planning Committee 

  
Briefly outline existing collaboration efforts with other committees or project teams here, if any: 
 
We worked with MDC to provide a list of recommendations to support accessibility for all attendees at 
Annual Conference. Our Committee takes an active and collaborative role in the Annual Conference & 
Expo Planning Committee. We have also been working with Chapter Resource Team in ensuring 
Association members have equitable access and awareness to resources made available by our 
Committee. A virtual roundtable is being planned for Q2. In the new committee year, we would like to 
increase our collaborations with the PDAC as well as cross-committee collaborations have been 
tremendously productive, we look forward to our ongoing efforts in working with even more committees 
in achieving the Association’s goals, especially on the DEIA space. 
 



 
 
ALA is committed to inclusivity which, in part, includes continually acknowledging and 
addressing issues surrounding diversity, equity, inclusion and accessibility. Please outline the 
steps this committee is considering taking in the coming year to reinforce this commitment 
through its work.  
 
Changes rarely happen overnight, let alone changes that last. For the upcoming Committee year, we 
are excited to devise a plan and system where ALA DEIA initiatives are translated into objective 
measurable goals. Through data collection, analysis, surveying, and other ways to track progress, we 
hope to benchmark the level of our DEIA “well-being” and make progress on the relevant indicators 
through our Plan of Work (i.e., education, resources, promotion, and interactive platform). Below is a 
non-exhaustive list of suggestions the Committee would like to make in reinforcing the Association’s 
commitment to inclusivity.  

1) Provide suggestions and recommendations to bring more diversity and inclusion in committee 
and leadership structure, so the Association’s commitment to diversity is seen and felt 
throughout the community. 

2) Create and enhance presenter selection guide to Planning Committee to ensure diverse voices 
are equitably included.  

3) Continue to be of support and resource to HQ on their initiative in devising a vendor/business 
partner selection guideline that aims to achieve diversity goals.  

4) Facilitate Association-wide townhall meetings focused on DEIA. 
5) Develop a plan to improve the recruiting of historically underrepresented candidates for 

Association leadership and at the Chapter level. 
6) Recommend the Board of Directors regularly measure and report the Compositional Diversity of 

the Association’s Committees and Leadership Teams and compare with overall association 
demographics. (2022 demographics show 78% identify as female, 22% identify as male. 82% 
identify white and 17% identify as persons of color). We would recommend demographics 
gathered to also include LGBTQ+, disability and veteran status.  

 
 
 
 
 
PROPOSED DATE: 5/15/2022   EFFECTIVE DATE: May 2022 
 


