County Program Review
2010-11 Report for __________________________County
Agents:  ___________________________________________________________________
Review team: _______________________________________________________________

County Population: ______________ % minority (non-white) _____           
                                                                                                                                                   Rev.  8-2010                                                                                         
	County Extension Council & Advisory Groups:
	Yes
	No

	1.  Is the County Extension Council membership representative of:

	                     a.  all program areas?                     
	
	

	                     b.  all geographic regions of the county?
	
	

	                     c.  all minority groups?
	
	

	d.  male/female balance?
	
	

	2.  Does the County Extension Council have membership from 

	                     a. program advisory groups?
	
	

	                     b. from the community at large? 
	
	

	3.  Does the County Extension Council have a functioning membership committee?
	
	

	4.  List all committees of the County Extension Council.
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	5.   Does the council sponsor educational events or programs for which they are
      involved in the planning and implementation processes?  If Yes, list below.
	
	

	
	

	
	


	County Extension Council & Advisory Groups (cont.)

	Advisory

Group
Gender

M/F

Total

Members
Race

Mtgs

Per

Year

Avg.

Attend-

ance
Date

By-laws

updated

Black

White

Hispanic

Other

County

Extension Council

M

F

District Board
M

F

Ag Advisory
Council

M

F

FCS Advisory Council

M

F

4-H Advisory Council

M

F

Extension Homemakers Council

M

F

Horticultural Advisory Council

M

F

Fine Arts Advisory Council
M
F
CED Advisory Council
M
F
Other

M

F



	6.  Do by-laws include a non-discriminatory statement for membership?
	Yes
	No

	
	
	

	7.  Do by-laws provide for a rotation system for membership? (If No, please explain).
	
	

	8.  For all advisory councils:  If membership is below parity for race or gender, explain and describe 
     efforts made to increase participation of the underrepresented group.    

	Notes:



	Plans of Work:
	Yes
	No

	9.   Are the programs described in the Plan of Work being implemented?
	
	

	10. Were minorities and under-served groups involved in the development of
       the Plan of Work?  (Describe the groups you are working with and discuss

       the process of getting them involved.)
	
	

	11.  Have specific programs been developed to reach and encourage minority  

       participation in each program area? (Ask staff to site specific examples of  

       programs targeting minority audiences.)
	
	

	12.  Has the county staff identified areas of unmet program needs and  

       opportunities for program expansion in the future?  Discuss.
	
	

	13.  Are program assistants actively engaged in the program development  

       process? (Ask program assistants to describe the support they provide and 
      discuss their contribution to the county programs.)
	
	

	Notes:


	Clientele Participation:

	14.  Using CATPAWS statistical data, list contacts per agent/assistant and indicate whether racial   
        parity has been achieved.  For agents/assistants not reaching parity, provide explanation in notes 
        section below.

AGENT/ASSISTANT

# Contacts

% minority

Meets parity

Yes

No



	15. Is there gender balance reflected in total contact numbers? Discuss opportunities/successes for reaching gender balance for each program area.

	Yes
	No

	
	
	

	16.  Is there documentation of targeted efforts or “all reasonable efforts” to involve minorities in Extension programs?  (Look for 4-H clubs, Extension Homemakers, agriculture programs and other activities, events, and special interest groups).
	
	

	17.  Are efforts in place to move “one time” or “one program” participants (ie. 
      4-H camp, EFNEP, field day, seminars, etc.) into other Extension programs?  List examples below in notes section.
	
	

	18.  Does the County Affirmative Action Plan include specific, measurable goals and methods for reaching minority and/or under-served audiences?
	
	

	19.  Is there evidence that the county has met or is working toward their Affirmative Action Plan goals? (Refer to annual report of accomplishments.)
	
	

	20.  Is the staff knowledgeable of the potential clientele with Limited English Proficiency (LEP)?
	
	

	21. Has the LEP population been targeted and/or reached by Extension programs?  List examples in notes section below.
	
	

	22.  Does the staff use sign-in sheets to record attendance by race and gender at group meetings and special interest activities?
	
	

	23.  Is a current, signed copy of the non-discriminatory statement on file for each Extension sponsored club and county organization?
	
	

	24.  Is there a map of the county showing the location of up-to-date Extension sponsored groups (4-H Clubs, Homemaker Clubs, Agricultural or Horticultural Advisory Groups, etc.) with an accompanying ledger containing the name of each group and its membership by race and gender?  
	
	

	25. Does it appear that clientele from all geographic areas of the county are
       served by Extension?
	
	

	26.  Are all agents and program assistants (4-H, FCS, ANR,EFNEP, FDM, etc.) involved in implementing the Client Protection and Risk Management Standards?  Discuss and note below how all agents and program assistants are involved in Client Protection and Risk Management Standards and in screening volunteers and protecting CES audiences.
	Yes
	No

	
	
	

	27.  Is the Client Protection/Risk Management committee actively functioning?       How often does the committee formally meet? (Ask to see dated rosters of committee members, as well as meeting agendas with dates. Ask how many meetings were held in each of the last three years. Write responses in notes section below.)
	
	

	28. Are the individual volunteer files complete and up-to-date?  (Should include:  applications, annually signed position descriptions, updated background check run on or after January 1, 2010, and references and interview notes for volunteers new to the program.)

	
	

	29. Is there documentation related to the volunteer’s performance? Ask for a volunteer roster for each council, camp, as well as for those volunteers who have been through the Client Protection/Risk Management process. Randomly select up to 5 different volunteers from each roster to visually inspect their files (to verify that the files are complete and up-to-date with the items listed above).
	
	

	Notes:  




	Public Notification/Accountability:
	Yes
	No

	30.  Does the county prepare an annual Report to the People? (How and to whom is 

       the Report to the People distributed? Respond in notes section below.)
	
	

	31.  Do agents have a regular column and/or news article in the local newspaper?
	
	

	32.  Do agents use other online media to market CES and provide other educational 

       information?
	
	

	33.  Do news articles (including copy sent to newspaper) include the non-discriminatory statement required by the Public Notification Plan?
	
	

	34.  Are radio programs provided by agents on a regular basis?
	
	

	35.  Do agents provide television programs?  (If available)
	
	

	36.  For each agent:  List title of newsletters (i.e., FCS – Homemaker Newsletter, Parenting Newsletter and Working Woman Newsletter; ANR – Beef Cattle Newsletter, Tobacco Newsletter and Forages Newsletter), number of issues and distribution by race and gender.  Ask how each are distributed and evaluate whether distribution by race and gender meets parity (write comments in notes section below).


	Title of newsletters

Issues

per year

Total

Distribution

Distribution gender/race

# M

#F

% minority

4-H
ANR
FCS
Horticulture

Fine Arts

CED

Other



	37.  Is the prior notification statement/symbol for disability used on announcements

 of meetings, activities, events,  registration forms?         

                                                     [image: image1.png]


 Disabilities accommodated with prior notification.                                                                                   
	Yes
	No

	
	
	

	38.  Do agents periodically (at least annually) include the public notification    

       procedure for filing a discrimination complaint in their newsletters? 
	
	

	39.  Do agents have websites that are up-to-date? Is the information (4-H, CED, 

       FCS, AG) useful to the county? Is the site attractive/user-friendly?
	
	

	40.  Is the “And Justice for All” sign up-to-date and displayed prominently in all public areas of the office and meeting rooms?
	
	

	Notes:  




	Office Management
	Yes
	No

	Mail:

	41.  Are all mailing lists up-to-date? (Ask about process for keeping updated.)
	
	

	42.  Are all mailing lists maintained on a non-discriminatory basis (i.e., are the 
       labels used for mailing free of codes indicating race or gender?)
	
	

	43.  Are separate lists maintained that indicate race and gender for Civil Rights reporting purposes?  (These can be electronic or hard copies.)
	
	

	Files:

	44.   Is staff familiar with the electronic Civil Rights Legislation resource file and 
        its contents?
	
	

	45.  Is the staff aware of the location of the job descriptions for each county 

       position? 
	
	

	Knowledge of Policies & Procedures:
	Yes
	No

	46.  Are the agents and staff assistants knowledgeable about:

	          a. basic Civil Rights laws and regulations and their use in programming?
	
	

	          b. the provisions of the Public Notification Plan?
	
	

	          c. procedures for handling Civil Rights Complaints?
	
	

	          d. procedures for handling ADA accommodation requests?
	
	

	Notes:



	Fiscal Matters:
	Yes
	No

	47. Are efforts being made to ensure elected officials are educated about Extension programs that lead to maintaining or increasing county budgets? 
	
	

	48. Are the agents using the recommended Southern Extension Advisory Leadership (SEAL) materials to train volunteers to become involved in programs that lead to maintaining or increasing county budgets?
	
	

	49. What is the annual operational budget of the County Extension Service?      

       Please write amount here: $_________

       Is the budget adequate to support a dynamic county program?  (Facilities, 
       travel, equipment, supplies, support staff, professional improvement, etc.)
	
	

	50.  Do money handling procedures used in the county follow recommended procedures? (Reference the County Extension Office Procedures Manual, Office Procedures).

      http://www.ca.uky.edu/internal/Office%20Manual/17%20operations/17.htm
	
	

	51. Is there a district board?  If yes, describe below the general composition of
board members (i.e., race, gender, length of service in this role) in Notes section below.
	
	

	52. Does the budget include reserves or capital improvement funds?  Does the 

      county have a written long range plan for future needs? If so, include
      amount(s) and discuss plans for the funds.
	$

	53. When were the financial records last audited?

      (Note: For KRS requirements, counties with income from all sources greater 
      than $750,000 must be audited annually; counties with less     

      than $750,000 should be audited every four years.)
	

	Notes:




	Physical Facilities:
	Yes
	No

	54.  Is the location of the office convenient for all clientele?
	
	

	55.  Do signs identify:      the Cooperative Extension Service?
	
	

	                                          office hours?
	
	

	                                          UK marketing standards? For more info, go to:  

                        http://ces.ca.uky.edu/marketing-files/graphic_standards_overview.pdf

	
	

	56.  Are office hours convenient for clientele/public access (e.g., building open 
       during lunch hour, before or after normal work hours, etc.)?
	
	

	57.  If Kentucky State University staff members are located in the office, do signs
       identify KSU as well as UK? (Note: When/if signs are replaced, include UK &
       KSU; Signs should follow current marketing graphics standards.)
	
	

	58. Does the county have a completed ADA Assessment and Compliance Plan?
	
	

	59.  Is the office accessible to individuals with disabilities?


	
	

	60.  Are meeting rooms accessible to individuals with disabilities?
	Yes
	No

	
	
	

	61. Are all locations where meetings are held accessible to individuals with 
      disabilities?
	
	

	62.  Is staff member office space equitably distributed and located?
	
	

	63.  Are up-to-date publications suitably displayed in public areas and available for

       walk-in clients?
	
	

	Notes:




Recommendations from County Program Review
County Reviewed _______________________________ Date of Review _________________

Strengths:

Recommendations:

Review Team Members: ________________________________________________________ 
Date county received review results:  ________

�Is this the correct web address?
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