District 3
January Newsletter

Happy New Year! I hope everyone had a good break and is ready for an exciting 2012. In lieu on have District Staff Meeting this month, I’ve put together some notes that you should find useful. If you have questions please contact Sandy or myself.

Mid-Year Conferences – Great job everyone for signing up so quickly. Sandy will be sending you a confirmation email. Just click on the “ACCEPT” button and the event information and a “link” will automatically be put into your Outlook calendar. At last check only about 9 people are left to sign up. I look forward to talking with you. Again, check with Rick if you need help getting your computer set up. 

Volunteer Financial (Tax Exempt) Guidelines – 
Donor letters need to be sent out in January to people who have contributed to clubs/council in your county.
	
Extension Manual Record Disposal
All county employee records are to be kept permanently in a secure/locked location. This includes all hiring and evaluations files. All Social Security numbers should be blacked out. You do not have to keep time sheets.

Career Ladder – Applications are due to Sandy by February 1st.  
		Make sure your evaluation scores/years of service are correct.

Budget Training - Documents and instructions will not be ready until February. We do not know anything for sure about salary adjustments for this year and probably will not know until the Board of Trustee makes a decision. Last year this was not until May. However, for planning purpose Dean Smith has said to use 3% as a guideline in planning your budgets.

Budget News -
Many state budget issues, we will have to wait for more information. We expect no increase. 
	Federal budget formula funding for Extension was about level, which was very good
	news considering we were expecting a big cut.	
	
New Commissioner of Agriculture - James Comer
	Drew Graham is on transition team

Plan of Work – Continue to be working on Plan of Work. This is very important and should be a way for you to communicate with clients what the priorities are at your local level. 

The State Program Councils (ANR, 4-H, FCS...) will be meeting on February 27th to prioritize the district issues from across the state. This information will then be made available to county to assist you in POW process. This does not mean you have to address all these issues, but should help you see the big picture from across the state. 
Impact Statement vs. Success Stories – There has been a lot of discussion lately about reporting and especially impact statements. I think it is important for you to understand that I’m not the only one looking at your impact statement.
	
For example, Dr. Henning gets numerous requests from lawmakers (local, state and federal) asking for details on what Extension is doing These are the people who determine funding for Extension and they do not wait until July 15th to make their requests for information.

That is why it’s so important for you to do a good job keeping your reporting up to date…including impact statement/ success stories. Most of you are doing a really good job, but everyone has to do their part. 

Extension Manual – Section 5.1
Reporting Policy
Corrective action shall be taken in accordance with UK Human Resources Policy and Procedures Number (#62) for the failure of any Cooperative Extension Service Agent to submit required reports on a timely basis.
Any late reports will be taken into consideration with the employee’s overall performance and will be reflected in the annual performance appraisal. Monthly reports are due by the 10th of the month following the report period. Corrective action can result when reports have not been submitted within 3 months of the due date. Three corrective actions during any 12 month period may result in a recommendation of termination. The quality of the reports will continue to be considered as part of an agent’s overall performance.

Reporting to the Public
Reports highlighting Extension efforts shall be made by the County Extension Staff on at least an annual basis. A report should be made at the fall County Extension Council meetings. Reports should also be presented to the general public including appropriating bodies, Extension Councils, agencies, legislators and media. Accountability to the public is a continuous process.

[bookmark: _GoBack]College Security Statement – I’ve attached several files that have important information regarding ways to help your computer secure.

Computer Security DEITC
Preventing Identify Theft
Safeguarding Data
Security and Policy on Social Networking Sites

We will have a discussion next month on what kinds of data you need to protect. So be thinking about what programs or files might have client (OR YOUR) Social Security or other sensitive information.

Email – It was also recommended that we follow the UK Computing Resources Policy
that say that the “User is responsible for the safe guarding the data”. A good guideline is to delete all emails over 12 months old. As you know, Outlook saves a copy of everything you send and all deleted files. These folders need to be “cleaned” periodically. See Rick if you need help.
  
 	Techs have a tool that can look for SS numbers but it’s not perfect.

Most of the problems that we are facing in regard to malware and viruses are due to searching and downloading “FREE” games, images, clipart, coupons…Do not download free images, games, ... on office computers. If you want to do it at home that’s up to you.

iPhone Users – There is an important feature for most iPhone users (maybe Android, not sure) that will allow you to track your phone if lost or stolen. For iPhone, go to “settings, location services, “find my iPhone” to enable.

ESP - Annual meeting coming up. January 20th is the early deadline. March 22-23. My Old KY Home State Park 

$500 award for district with largest membership
 

Conference Information & Registration Forms

Awards are due January 27th.

Diversity Conference - March 15-17 – one person per county recommended.
Diversity Champion Awards Nomination Form
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