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COLORADO STATE UNIVERSITY EXTENSION


COUNTY AFFIRMATIVE ACTION REVIEW PROCEDURES

COUNTY______________________________________DATE OF REVIEW___________________________________

REVIEWER(S)_______________________REASON FOR REVIEW__________________________________________

FILES — LAWS, REGULATIONS, RULES, PRONOUNCEMENTS
These items should be maintained and kept indefinitely in all county office files. All employees should be aware of where files are kept and have a general understanding of the content of the files. They should also have a general understanding of how this information impacts the work of Extension. Each regional director should have sample copies. Training on EEO/EPO is available through the Extension human resources office.

1.
The Civil Rights Act of 1964

2.
The Equal Employment Act of 1972

3.
Nondiscrimination in Federally Assisted Programs, 7CFR-15, April 11, 1979

4.
Plans and Procedures for Administration and Implementation of Title IX of Education Amendments of 1972
5.
Nondiscrimination-Direct USDA Programs and Activities, 7CFR15, June 11, 1982

6.
Current information on sexual harassment: (a) Guide to Non Sexist Language, (b) What Every Manager Should Know to Prevent Sexual Harassment
7. 
The ADA: (a) Americans with Disabilities Act of 1990, (b) The Americans with Disabilities Act: Questions and Answers

8.
Letter and accompanying materials date July 27, 1998 from Colien Hefferan, Acting Administrator, CSREES

9.
Unlocking the Barriers — Keys to Communicating with Under-Served Customers

11.
Current CSU Diversity Plan (available at www.president.colostate.edu/pdf/csu-strategic-plan-update-2006-2015.pdf)
12.
CSU Extension Affirmative Action Plan, 1973. Public Notification Plan, CSU Extension

13.
Organizational Expectations (includes definition of all reasonable efforts)

14.
Colorado State University Extension Diversity Plan, 2009-2012 (most recent version)
15.
Previous Compliance Reviews, Self Evaluations (at least two previous review periods)
16.
Current and 3 past years of documentation of accomplishments, including demographics from the CPRS system which indicate affirmative action efforts, target audiences, at-risk populations, etc. This documentation may include impact statements, or plans to invest that document efforts made to involve diverse audiences. Each county will have its own unique file — there is no standard reporting mechanism specifically for diversity, but it should be regularly incorporated in programming efforts.
17.
Compliance Forms: Extension family and community education (FCE) Clubs, 4-H Clubs, organizations receiving substantial technical assistance from Extension

18.
Current census statistics (ethnicity, age, gender — see current census website for help)
PUBLIC NOTIFICATION REQUIREMENTS
Evaluation of the Public Notification efforts shall consist of:

1.
Observation that posters (...And Justice for All, university non-discrimination poster) are prominently displayed.
2.
Review of newsletters (all program areas), news releases, program brochures, regular correspondence for non-discrimination clause. Be sure to check for stereotyping/discrimination in illustrations (i.e. woman in apron illustrating a lecture on ‘Feeding the Family,’ church or manger on holiday newsletters, etc).
CURRENT CIVIL RIGHTS EFFORTS
1. 
Review the current efforts. Efforts should include having evidence of current demographics for the county: minority distribution by ethnicity and geographic location, as well as the current distribution of minorities and other protected classes in county program efforts. Do the agents know the approximate % and location of minorities in their county? Efforts should also include plans to increase the enrollment of minority individuals in all Extension programs, but especially 4-H clubs and activities (camps, etc.). Is there evidence of efforts to reach minorities with Extension programming? Has there been progress in the past three years?

2.
Review Compliance Forms. Is there one on file for each Extension family and community education (FCE) club (if the office is involved with FCE clubs) and 4-H Club? _____# 4-H clubs, _____# Ext. FCS clubs. Are clubs integrated? Are exceptions made for a large number of clubs? Is there evidence of efforts to reach minorities and males to encourage involvement in Extension programming?

3.
Data Collection. Do the Extension agents regularly collect and report data on total minority participation in county Extension programs? Have they reviewed this data to determine whether parity has been achieved in participation by clientele groups? (Parity = having the same proportion of participants in Extension programs representing specific ethnic/gender groups as exist in the potential audience. An example would be having the same gender breakdown in 4-H membership as exists in the county population of 5-18 year olds.)
4.
Mailing lists. Are staff aware that all mailing lists must be coded for gender and ethnicity? Are all mailing lists (4-H, family and consumer science, agriculture, others) coded for gender and ethnicity?

5.
Committees. How are committees selected? Is there representation which reflects the ethnic/gender breakdown of the county? Does the county have plans to move toward parity in its committee structure? (i.e. increase the number of minority group members and white males on Extension boards and committees?) Have counties provided names with ethnic and sex breakdown for: Extension advisory committee, 4-H Foundation, 4-H Council, others?

6.
Does staff have an understanding of ‘all reasonable efforts’ (as defined in Organizational Expections)? Are there records of minority contacts? Is there evidence of efforts to reach parity (audience participation by minorities/gender at the same level as exists in the county population)? Are there specific plans to reach men with consumer and family education, women with the agriculture program?

7.
Participation in 4-H Events. County must provide list by ethnicity and gender. Are there any restrictions on attendance, selection (i.e. outstanding boy/girl)? See attached reports/forms.

8.
Is there a 4-H expansion and review committee? Does it function? Is its existence and evidence of its work documented in minutes of the committee? Each county must create/maintain this committee. This committee is charged with actively seeking to broaden the participation of minorities/underrepresented youth in the 4-H program. While in some instances the 4-H or Extension advisory committee may function as the E & R Committee, it may be more beneficial and productive to have a separately identified committee perform this function. Counties need to be aware of this requirement and actively meet it. Documentation is expected that the committee meets on a regular basis to strategize and that their plans to increase representation are actually carried out.

9.
Are statements of non-discrimination on file for organizations which receive substantial technical assistance (ongoing, repeated contact throughout the year) from Extension (list organizations)?
10.
Is the staff knowledgeable about the discrimination complaint procedure? The current complaint procedure is explained in the CSUE employee handbook located at www.ext.colostate.edu/staffres/handbook/index.html. Included in this procedure is the role of an EEO counselor. The current list of EEO counselors is listed in the Extension directory located at www.ext.colostate.edu/staffres/persdir.pdf. Extension employees should know where to go to find the procedure, what to do about an employee or constituent complaint, and who the EEO counselors are.

11.
Do staff have current position descriptions? Do the position descriptions reference the responsibility of staff for civil rights compliance?

12.
Is the office handicap accessible? How does staff handle accessibility to programs? Do they understand the requirements of the ADA (see document # 7 for requirements)?
13.
Questions/requests from the county staff:

LIST OF COUNTY EXTENSION PERSONNEL (name, ethnicity, gender)

Following this review, a letter to the county (copy to EEO coordinator) should include results of the review and any corrective action to be taken and by what date. Follow up dates must be included and evidence must exist that follow-up has occurred.


COLORADO STATE UNIVERSITY


EXTENSION

COUNTY COMMITTEE REPORT

YEAR__________

	     NAME OF COMMITTEE
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OUTSIDE GROUP REPORT


(receiving significant technical assistance)

Year_________
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COLORADO STATE UNIVERSITY


EXTENSION

4-H ACTIVITY FORM

YEAR__________
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	Black
	Hispanic
	Asian
	Nat.Am.

	         ACTIVITY OR EVENT
	 M
	 F
	M
	 F
	 M
	 F
	M
	 F
	 M
	 F

	Leader Recognition Night
	
	
	
	
	
	
	
	
	
	

	Fashion Revue
	
	
	
	
	
	
	
	
	
	

	National Awards Program
	
	
	
	
	
	
	
	
	
	

	Record Book Judging
	
	
	
	
	
	
	
	
	
	

	Camp Programs
	
	
	
	
	
	
	
	
	
	

	Contest Day
	
	
	
	
	
	
	
	
	
	

	Achievement Night
	
	
	
	
	
	
	
	
	
	

	(List others as appropriate)
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


SAMPLE NON-DISCRIMINATION LETTER FOR USE WITH OUTSIDE ORGANIZATIONS RECEIVING SUBSTANTIAL TECHNICAL ASSISTANCE FROM EXTENSION:
Date
Inside Address
Dear__________________________________,

Colorado State University Extension, in order to be in compliance with Federal affirmative action guidelines, must obtain assurance from all organizations and groups with which it works that such groups follow nondiscriminatory practices base on race, color, sex, age, handicap, religion, creed, or national origin. Certification of nondiscrimination can be achieved by signing and returning one completed copy of this letter.  The other copy may be retained for your files.

The Federal requirements further state that if such certification is not provided, the organization must be notified in writing that Extension can no longer give assistance. We want to continue and strengthen our working relationship with your organization. Therefore, we ask that you sign and return one copy of this letter.

We ask for your understanding of this Federal requirement and thank you for your cooperation.

Sincerely,

Signature of County Director

or Department Head as appropriate

This is to certify that ________________________________________________ has a policy of open membership






(Name of Organization)
and does not follow discriminatory practices on the basis of race, color, sex, age, handicap, religion, creed, or national origin.

Signature
________________________________________
Title or Office
________________________________________
Date

________________________________________
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