PERSONNEL
DANR PERSONNEL

The Academic Personnel Unit within the Office of the Assistant Vice President—Programs and Academic Personnel is the principal department for all academic personnel matters for the Division.  The Academic Personnel Unit provides leadership, coordination, and consulting services in applying academic personnel policies and procedures in recruitment, advancement, compensation, and employee relations for academic appointees in the Division.

http://ucanr.org/internal/miscshow.cfm?unit=5107&misctype=Main_page
Staff Personnel Services is dedicated to personnel actions, classification, employment, and training for Agriculture and Natural Resources (ANR).

http://www.ucanr.org/internal/miscshow.cfm?unit=5222&misctype=Main_page
UC BENEFITS

DEFINITION

Services provided for additional benefits or employment above salary, i.e., insurance, retirement, and savings plans.

SUMMARY OF POLICY

· All Benefit services for county-based Cooperative Extension academics and staff are provided by the UC Davis Benefits Office.

· The level of benefits an employee receives is based on the type, percentage, and duration of position.

· Employee appointments are classified by assigned BELI Codes (Benefits Eligibility Level Indicator).

· The BELI is assigned according to the duration and percentage of total appointment:

· BELI 1:
Full Benefits

· BELI 2 & 3
Mid-level Benefits

· BELI 4:
Core Benefits

· BELI 5-9:
No Benefits

· All Student Assistant title codes are a BELI 5 – No Benefits

· New employees have 31 days to enroll in eligible benefits.

PROCEDURES

· The Regional Office will assign the BELI Code based on the hiring commitment.

· The Regional Office will send new employees benefit information/enrollment packets appropriate to their appointment at the time of hire.

· The Regional Office will send separating employees information on eligibility for continuing benefits.

TIPS

· Refer to the BELI Indicators for different appointment types when projecting benefit costs.

· Refer to the Employee Benefits Factors to estimate benefit costs.

UC RECRUITMENT AND HIRING OF STAFF EMPLOYEES

DEFINITIONS

Career Positions:  An appointment established at a fixed or variable percentage of time at 50% or more of full time, which is expected to continue for one year or longer.

In addition, a limited appointment shall be designated as a career appointment when the incumbent has attained 1,000 hours of qualifying service in any 12 consecutive months without a break in service of at least 120 consecutive calendar days.  Qualifying service includes all time on pay status in one or more limited appointments.  On-call and overtime hours shall not be included as pay status hours when computing qualifying service.  (Refer to “personnel Management” section)

Limited Term Positions:  An appointment established at any percentage of time, fixed or variable, during which the appointee is expected to be on pay status for less than 1,000 hours in a 12-month period.

SUMMARY OF POLICY

Career Positions:

· An open recruitment process is required.

· Position Descriptions (PDs) and Budget Approval forms must be signed by the supervisor and County Director.

· PDs must be classified by DANR Staff Personnel Services prior to recruitment.

· The Regional Office verifies availability of designated fund sources and authorizes the Budget Approval form.

Limited Term Positions:

· Recruitments

· An open or limited recruitment process must be followed for positions appointed for 41% or more for more than three (3) months.  (Contact the Regional Office for more information.)

· Positions 40% time of less, for any length of time, or positions three (3) months and less at any percentage of time, do not require an open recruitment.

· PDs and Budget Approvals must be signed by the supervisor and County Director.

· PDs must be classified by DANR Staff Personnel Services prior to recruitment or hiring.

· The Regional Office verifies availability of designated fund sources and authorizes the Budget Approval form.
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PROCEDURES

Career Positions:  Follow the UCCE Position Recruitment Checklist.

Limited Term Positions:  Follow the UCCE Position Recruitment Checklist.

· The Regional Office will coordinate the recruitment process working with the county offices and the DANR Staff Personnel Services Unit.

· For an open recruitment, advertisements must indicate a minimum of a 2-week recruitment period.

· For an open recruitment (career or limited term positions), offers of employment must not be extended prior to receiving authorization from the DANR Staff Personnel Services Unit and DANR Affirmative Action Office via the Regional Office.

· Any offer above Step 1 or above the minimum of the Range must be first approved through the Regional Office via a Request to Hire Above Minimum form.

· Employees may NOT begin work prior to completing all required UC Personnel Hire forms.

TIPS

· Career positions are eligible for membership in the UC Retirement Plan and full benefits.  (See Benefits section for more details.)

· Limited term positions are eligible for varying levels of benefits based on the percentage of time and duration of appointment.  (See Benefits section for more details.)

· If a recruitment was conducted for a limited term position, and the position approaches eligibility for career status, complete a Waiver of Recruitment form to request conversion of the position from limited term to career status.

· In the interview process, ask the same standard questions of each interviewee.

· Sample Affirmative Action clauses for position descriptions, interview questions, and job advertisements are included for your reference.

· See attachment of Tips for Acceptable Reasons used on Applicant List Forms.

PERSONNEL MANAGEMENT – STAFF CAREER POSITIONS

PROBATIONARY PERIOD

DEFINITION

All professional and support staff employees who hold career appointments shall serve a probationary period during which time their work performance and general suitability for University employment shall be evaluated in writing.

SUMMARY OF POLICY

· The Probationary Period is completed following six months of continuous service at one-half time or more without a break in service.  (Effective Date is either on the first of the month following completion or six months, or six months from the Date of Hire, depending on the position title and appropriate Personnel Program Policy or Bargaining Unit contract.)

· A written Performance Appraisal must be completed describing the employee’s work performance during the Probationary Period (prior to the end of the six months).

· Release During Probationary Period:  At any time during the Probationary Period, an employee may be released in accord with the appropriate Personnel Program Policy/Bargaining unit contract.

· Extension of Probationary Period:  Under appropriate circumstances, e.g., change of supervisor or transfer to a different job during the Probationary Period, the Probationary Period may be extended at the discretion of the department head and in consultation with the Regional Office.  (Refer to specific Personnel Program Policy/Bargaining Unit contract.)

PROCEDURES

· The Regional Office provides the supervisor of a new career employee with the Probationary Period Report form, the Performance Appraisal form, and the Due Date for the completion of these forms.

· The Supervisor sends completed Probationary Period Report form and Performance Appraisal form to the Regional Office by the Due Date (prior to the end of the Probationary Period).

· The Regional Office maintains the original documents in the employee’s Personnel File and sends copies to the DANR Staff Personnel Services Unit.
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MERIT APPRAISALS

DEFINITION

An employee in a career position is eligible for a Merit Review and salary increase in accordance with the position title’s appropriate personnel Program Policy/Bargaining Unit contract.  Merit salary increases for career staff employees are normally awarded annually on October 1st in accordance with University-wide Funding Guidelines.

PROCEDURES

· The DANR Staff Personnel Service Office issues an annual “call” for evaluations, generally in May of each year.

· The Regional Office notifies supervisors of the deadline for submitting completed Performance Appraisal forms to the Regional Office.

· Supervisors meet with employees to review and discuss performance during the review period and set goals for the upcoming review period; complete Performance Appraisal forms; and forward original forms to the Regional Office.

· The Regional Office forwards copies of Performance Appraisal forms to DANR Staff Personnel Services Office and maintains original forms in employees’ Personnel Files.

· DANR Staff Personnel Services determines merit increases based on overall evaluation of performance and Merit Funding Guidelines and notifies the Regional Office.

· The Regional Office notifies County Directors and supervisors of the approved merit increases and implementation dates.
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RECLASSIFICATIONS

DEFINITION

Positions are established and assigned to salary structures based on the level and scope of duties and/or responsibilities assigned.  When the level and scope of duties and/or responsibilities change, an updated Position Description should be submitted for Classification Review.

Should the Position Description Review result in an upward or downward reclassification to a new title/title code, a salary adjustment may be in order:

· Upon upward reclassification, an employee may receive a salary increase.

· Upon downward reclassification, an employee may receive a salary decrease.

PROCEDURES

· A Request for Classification Review form should be submitted with the new Positions Information Packet (Position Description form).  The Request for Classification Review form requires a justification of the request and outlines the documentation that is necessary to support the request.  (The Request for Classification Review form may be submitted by the supervisor or by the employee to the Regional Office.)

· The Regional Office reviews the documentation for completeness and submits the materials to the DANR Staff Personnel Services Office for Classification Review.

· The DANR Staff Personnel Services Office notifies the Regional Office of the outcome of the Classification Review.

· The Regional Office notifies the supervisor of the outcome of the Reclassification Review and coordinates appropriate salary changes.

UC STAFF PAYROLL – TIME AND LEAVE REPORTING

DEFINITIONS

Time Reporting:

Documentation of hours worked in a pay cycle.

Leave Reporting:

Documentation of hours taken as Leave Time in a pay cycle.  (Vacation,

Sick Leave, Holiday, and Compensatory Time Off)

Leave Accrual:

Hours accrued for vacation, sick leave, and compensatory time off, based

on applicable personnel program, years of UC service, and number of hours worked in a pay cycle.

Standard Work Week:
Monday through Sunday, unless an alternate/adjusted work week

schedule has been approved by the supervisor.

Overtime:


Hours worked in excess of a 40-hour week.

SUMMARY OF POLICY

Payroll Cycles:

All staff appointments are paid on a “monthly current” basis – paid on the 1st of the following month.

Fund Sources:

· Salary Expenses will be charged to the fund sources (accounts) as designated in the Personnel System (not by what is indicated on the Monthly Timesheet).

· Supervisors are required to notify the Regional Office of any changes in fund sources for entry into the Payroll/Personnel System prior to submitting the monthly time record.  (Salary expenses cannot be charged to an account that is not recorded on the employee’s Personnel Record.)

Leave Accrual and Usage:

· Employees must follow appropriate personnel policies for requesting and scheduling vacation, sick leave, and compensatory time off through their supervisors.
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· Vacation leave, sick leave, and holiday pay are accrued for each month in which an employee works 50% time or more.

· A new employee is not eligible to use accrued vacation leave until six months of qualifying service is completed.  (Over 50% time worked in six consecutive months.)

· A new employee may use accrued sick leave beginning the month following the first month of accrual.

· Vacation and sick leave accruals are available to be used the first of the following month.  (Not in the month in which the hours are accrued.)

· Vacation, sick leave, and comp time accruals and usage are reflected on SurePay Earnings Statements or paper payroll check stubs.  It is the employee’s responsibility to review these balances and to notify the Regional Office of any discrepancies.

Time Reporting:

· Employees must submit monthly Staff Time Records reflecting hours worked each day and any leave hours taken each day.

· Supervisors are required to review and approve the information provided on the Monthly Employee Time Records.

Overtime Policy:

· Only non-exempt employees are eligible for Overtime (OT).  See appropriate Personnel Policy Manual or Bargaining Unit contract.

· Overtime must be approved in advance by the supervisor.

· Overtime is earned when an employee reports actual time worked of more than 40 hours per week.

· Straight Overtime:  If an employee reports more than 40 hours per workweek, and the hours over 40 are equal to or less than the number of leave hours taken in that workweek, the employee is compensated for the overtime hours on a straight-time basis (hour for hour).  For example:  If the employee has not physically worked 40 hours but has used vacation, sick leave, or comp time hours to generate a total of 40 hours, then any hours reported in excess of 40 hours will be compensated at the straight time rate up to the amount of leave time taken in that work week.
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· Premium Overtime:  If an employee physically works more than 40 hours per workweek, the hours above 40 hours will be compensated at the premium overtime rate (time and a half).  If an employee has physically worked 43 hours in one week, the normal eight (8) hours per day would be reflected on the timesheet as regular hours and the three (3) hours of overtime would be reflected as compensatory time accrued (CTA).  The three hours would be compensated at the premium rate of time and a half.

PROCEDURES

· All county-based staff employees will report time worked and leave hours taken on a UCCE Staff Time Record.

· Staff Time Records must be signed by the employee and reviewed, approved, and signed by the supervisor (verifying appropriate fund sources and accuracy of work hours and leave hours reported).

· If an employee is submitting time on more than one fund source, hours worked and leave hours taken must be reported against each fund source separately.

· If an employee is working for multiple supervisors, each supervisor must sign the corresponding Time Record.

· Supervisors must notify the Regional Office of any funding changes prior to the submission of the monthly Time Record so that the account numbers may be added into the employee’s personal record.

· Supervisors forward completed Staff Time Records to the Regional Office by the appropriate payroll deadline—see UCCE Regional Payroll/Holiday Calendar.

UC LAYOFF AND REDUCTION IN TIME FOR STAFF CAREER POSITIONS

DEFINITIONS

If, in the judgment of the University, budgetary or operational considerations make it necessary to curtail operations, reorganize, reduce the hours of the workforce, and/or reduce the workforce.

SUMMARY OF POLICY

This policy covers indefinite layoff and reduction in time, temporary layoff, and reduction in time, transfer to a limited term position resulting from the elimination of a career position, and involuntary reassignment to a partial-year position resulting from the elimination of a full-year career position.

The layoff process provides the right to recall and preferential rehire rights to affected employees.

· Indefinite Layoff and Indefinite Reduction in Time – are effected by layoff unit and by title code, in inverse order of seniority.  Exceptions may be considered when a less senior employee possesses special skills, knowledge, or abilities that are not possessed by other employees in the same title code, and which are critical to maintain the operations of the department or program.

· Temporary Layoff and Temporary Reduction in Time – shall not exceed four calendar months.  Employees may be temporarily laid off or reduced in time regardless of seniority or title code.

PROCEDURES

· Once the necessity to initiate layoff has been decided, the Supervisor and County Director prepare a layoff plan and submits to the Regional Office for review.

· The Regional Office reviews and approves plan and submits to DANR Staff Personnel Services.

· DANR Staff Personnel Services works with UCOP Labor Relations to review the plan for policy compliance including verification of seniority and special skills, and review of minimum qualifications for vacant positions and qualifications of employees to be laid off.

· UCOP Labor Relations sends required notification to appropriate Bargaining Unit for their review and approval.

· UCOP Labor Relations provides the Regional Director (and copies to the County Director) with written confirmation of layoff plan approval and instructions for implementing the layoff plan including a draft layoff notification letter.
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PROCEDURES, continued

· The Supervisor or County Director issues written notice, or pay-in-lieu-of notice, to the affected employees at least 30-calendar days (may be more, depending on union representation) prior to layoff date.

TIPS

· Layoff plans should be submitted at least 90 - 120 calendar days in advance of the proposed effective date of the layoff action.
· Layoffs are not to be used to deal with performance issues.  Performance issues should be addressed using the Performance Management Process.

· Employees should not be notified of layoff action until plan has been submitted and approved by UCOP Labor Relations.

· Career employees may not be separated due to appointment end date, project end date, or lack of funding.  Supervisors should anticipate these actions and prepare a layoff plan prior to 90 – 120 days of the appointment, project, or funding end date.

· Fixed career appointments may not be reduced without a layoff plan unless the request is initiated by the employee.

· An employee will receive at least 30-calendar days (varies by contract) advance written notice of indefinite layoff or reduction in time, or shall receive pay-in-lieu-of notice.

UC SEPARATION OF STAFF EMPLOYEES

DEFINITIONS

When University employment is terminated for any reason.

SUMMARY OF POLICY

· Discharged employee – if an employee is discharged, all final wages* earned and unpaid at the time of the discharge are due and payable immediately.

· Voluntary resignation without notice – If an employee resigns without notice, the University must pay the employee all final wages* no later than 72-hours** from the date of separation.

· Voluntary resignation with 72-hour notice – If an employee resigns give at least 72-hours** notice or has an appointment end date, the University must pay the employee all final wages* on their last day of employment.
*Final wages include:  unpaid earnings to date, overtime, shift differential, all unused compensatory time, and compensation for unused vacation hours.

**The reference to 72-hours notice has been defined as 72 consecutive hours not work hours.  This includes weekends and holidays.

PROCEDURES

· Supervisor determines or is notified that employee will be ending employment.

· Supervisor immediately forwards the following documents with employee’s signature to the Regional Office:  resignation letter, a Personal Data Form to verify employee address, and employee’s final timesheet/leave record.

· The Regional Office verifies vacation, sick leave, and compensatory time balances.

· The Regional Office processes on-line separation and prepares Termination Check Request and FAXes to UC Davis Payroll.

· UC Davis Payroll processes the final check and sends it to the employee’s County or Regional Office for distribution.
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TIPS

· UC Davis Payroll needs three (3) days to prepare and send a separation check, so the Regional Office needs the separation documents no later than five (5) working days prior to the employee’s last working day.

· Do not delay sending separation documents due to lack of employee signature.  Indicate that the employee is “unavailable for signature” and forward to the Regional Office.

· The Regional Office cannot complete the Separation Check Request without a final timesheet/leave record.

UC INJURY/ILLNESS REPORTING WORKERS’ COMPENSATION

DEFINITION

First Aid Cases:  The definition of a first aid case is any one-time treatment of minor scratches, cuts, burns, splinters, or other minor industrial injury that do not require medical care.

SUMMARY OF POLICY

· When an accident or injury occurs on the job or at the job site, the incident must be reported to the Regional Office within 24-hours or knowledge of the occurrence.  It is imperative that forms be provided to the employee and his/her supervisor for completion and submission within one working day of the incident.

· Provide for appropriate medical treatment immediately!

· Any time lost on the day of injury is paid as Administrative Leave.

· An Employee’s Claim Form MUST be provided to the employee and a UCD Employer’s Report of Occupational Injury or Illness Form MUST be completed within ONE working day if, as a result of a work-related injury or illness, the employee:

1. requires medical treatment beyond first aid; or

2. returns to work with temporary medical restrictions; or

3. loses time from work on any day after the date of injury; or

4. obtains care from a private physician; or

5. requests that a claim be filled.

· Filing the Employer’s Report of Occupational Injury or Illness (Form WCER 1/94) is required by California State Law.  It is imperative that this form is completely and accurately filled out to assure that the employee receives proper compensation and medical treatment in the event of an industrial injury or illness.  Failure to file this form in a timely manner may place the University in violation of State Law and make it subject to monetary penalties.  If you need assistance in completing this form, please call the Regional Office.

· Serious exposure to a hazardous substance should always be reported.

· For first aid injuries, an Employee’s Claim Form is not required unless specifically requested by the employee.

· Records regarding first aid injuries do not have to be reported to the Regional Office.
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PROCEDURES

Form 1:  Employee’s Claim for Workers’ Compensation Benefits:  This form is not an admission of liability.

· You have ONE WORKING DAY after notice or knowledge of the injury or illness to provide this form to the employee.  (This does NOT include minor injuries that require only first aid treatment.)

· If you cannot personally provide the form to the employee, follow steps A through E below and send the form by first class mail to the employee’s home address.  On Line 12 of the form, write:  “mailed” and the date it was sent.

Instructions for completing Form 1:

1. Enter employee’s name on Line 1, department name on Line 9, and University address on Line 10.

2. Enter date of knowledge of injury/accident on Line 11.

3. Enter the date the claim form was provided to the employee on Line 12.

4. Obtain the employee’s initials acknowledging receipt of the form on Line 12.

5. Retain Employer’s Temporary Copy for your records and give the form to the employee.  FAX a copy of the Employee’s Claim Form to the Regional Office along with the UCD Employer’s Report of Occupational Injury or Illness.
EMPLOYEE:  completes the upper box (Lines 2-8), keeps the Employee’s Temporary Copy, and return the other three copies to the supervisor.  The employee has the option to complete and return the form OR NOT (employee’s choice).

If the supervisor receives the complete Employee’s Claim Form back from the employee, the supervisor or administrative staff should FAX the form to the Regional Office immediately.  After that:

· Make a copy for your file.

· Send the Employer’s copy and Adjusting Agency’s copy to the Regional Office.

· Give Employee’s copy to the employee in person or send via first class mail.
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Form 2:  UCD Employer’s Report of Occupational Injury or Illness (Form WCER 1/94) instructions for completing Form 2:

· The form must be typed and FAXed to the Regional Office within one working day of when the employer learned of the injury or illness.  The original form should be sent by mail to the Regional Office.

· Complete the WC Connection Contact section of the report form:

1. employee’s name and home telephone number and address;

2. employee’s Social Security number, sex, and birth date;

3. name of the department—DANR, region and telephone work number;

4. payroll title, appointment, and date of hire;

5. the number of hours per day, days per week, and total weekly hours that the employee works;

6. indicate employee’s status;

7. list the employee’s earnings (specify if earnings figure is monthly, weekly, daily, or hourly); and

8. list any other payments.

· The employee fills out the shaded section.

· The supervisor fills out the bottom section:

1. comment on the circumstances of the injury by describing in detail how it occurred;

2. provide information if you do not feel the injury is work-related; explain and provide evidence;

3. provide what steps you have taken or will take to prevent a similar injury/illness;

4. obtain County Director’s signature and date;

5. make copies for your files and send all forms to the Regional Office.

· Do not keep your copy in the employee’s Personnel File:  the report is confidential University information and should be maintained in a separate file.

If the employee is taken off work due to a work related injury:

· Provide original doctor’s order to the Davis Campus Workers’ Compensation Unit.  Send a copy to the Regional Office and keep a copy for your files.

· Advise the employee regarding the Family and Medical Leave Act.  (FMLA information is available from the Regional Office.)
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· Maintain weekly telephone contract with the employee, EXCEPT in certain mental health cases where such contact could be misrepresented.

· Stay in contact with the Workers’ Compensation Analyst assigned to manage the claim.

· Communicate with the Regional Office to verify appropriate accounting for the period of absence.

· Do not allow the employee to return to work without a medical release from a physician.

· Provide light duty and reasonable accommodation, if indicated, when the employee is able to return to work with restrictions.

If employee returns to work with medical restrictions:

· Thoroughly review the doctor’s release and statement of medical restrictions.

· Provide a copy of the medical release to the Regional Office

· Provide light duty for 60 calendar days, if medically indicated.

OTHER RESOURCES AND

ADMINISTRATIVE INFORMATION FOR

UCCE COUNTY DIRECTORS

TIPS FOR BEING A SUCCESSFUL COUNTY DIRECTOR

1.
Learn the culture of your county.  What makes your county office unique?  What

motivates your staff?  What makes your county department units and clientele unique?  What are the three top priorities for your County Board of Supervisors:  What are the concerns of major commodity groups?  What are the county’s demographics and projected trends?  Income levels?  Principal occupations?  How many residents have computers?  What is their knowledge and use of computer technology?  Age distribution?  How many residents use e-mail?  How many youth are there in the county, and where are they educated?

2.
Work closely with Advisors to understand their concerns.  Make sure that they know you

are interested in their problems, successes, and resource needs.  Most successful supervisors maintain frequent contact with their staff, are open to suggestions and complaints, and do their best t pursue the interests of their staff.

3.
Work closely with your 4-H Youth Development and Master Gardener Advisors in issues

related to policies, procedures, and programs.

4.
Figure out who a potential replacement might be and start cultivating that person to have

a better understanding of budget, personnel issues, and regional politics.  This person can help when you are absent (vacation, illness, in-service training, and sabbaticals).

5.
Get to know members of your county 4-H Leader’s Council and Master Gardener

Council.

6.
Consider inviting each County Supervisor to come and visit with your staff in connection

with weekly staff meetings.  Seek Supervisor opinion on how Cooperative Extension can be of help to them--highlight CE programs.

7.
Facilitate the development of a county Cooperative Extension strategic plan.

8.
Write a short overview of yearly program accomplishments to distribute to key

stakeholders.

9.
Keep in mind that you must publish results in peer-reviewed publications throughout

your career.

10.
Remember that seemingly minor issues are often major concerns to staff.

11.
Participate in continuing education.  The most successful professionals are those who

look outside their own field and incorporate other disciplines and ideas to meet the challenges of the future.

12.
Make sure you read policies and procedures thoroughly and understand how they operate.

ORGANIZATION CHARTS

UC ANR ORGANIZATIONAL CHART
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UC COOPERATIVE EXTENSION REGIONS

AFFIRMATIVE ACTION

	AFFIRMATIVE ACTION
	Affirmative Action (AA) is an integral part of your position in the University of California.  The following pages detail your responsibilities, give you a definition of terms, explain documentation, discuss laws, and outline complaint procedures.  The Central Valley Region has a Regional Affirmative Action Committee.  The committee members are one of your resources for Affirmative Action questions

	
	

	ESSENTIAL TERMS
	Essential terms related to Affirmative Action in programs.*

	
	

	AFFIRMATIVE ACTION
	Actions taken to eliminate the effects of past and present discrimination, intended or unintended.  “Affirmative Action is an attitude and process which strives to assure that all potential clientele (including minorities and historically underserved groups) benefit from DANR programs in an equitable fashion.”  -Wayne Schrader, UCCE San Diego County Farm Advisor--

	
	

	AFFIRMATIVE ACTION COMPLAINTS
	There are established procedures for handling Affirmative Action complaints related to programs that have discrimination or personnel complaints.  Both of these methods are outlined in this chapter and described in detail in the Administrative Handbook, Section 600.

	
	

	AFFIRMATIVE ACTION FILES
	Affirmative Action files are located in each county Cooperative Extension office.  Staff needs to know the location and contents of this file.

	
	

	AFFIRMATIVE ACTION QUESTIONS
	Questions about University Policy, procedures, programs, or Affirmative Action that are too complex or politically sensitive for the Advisor to easily and safely answer should be referred to the County Director, Regional Director, or the DANR Office of Affirmative Action in Oakland.


*A complete glossary of Affirmative Action terms can be found in the Affirmative Handbook, Section 601, Appendix V.
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	YOUR UCCE CLIENTELE
	

	
	

	POTENTIAL CLIENTELE
	Essential terms related to Affirmative Action in programs*

	
	

	AFFIRMATIVE ACTION
	Actions taken to eliminate the effects of past and present discrimination, intended or unintended.  “Affirmative Action is an attitude and process which strives to assure that all potential clientele (including minorities and historically underserved groups) benefit from DANR programs in an equitable fashion.”  -Wayne Schrader, UCCE San Diego County Farm Advisor--

	
	

	AFFIRMATIVE ACTION COMPLAINTS
	There are established procedures for handling Affirmative Action complaints related to programs that have discrimination or personnel complaints.  Both of these methods are outlined in this chapter and described in detail in the Administrative Handbook, Section 600.

	
	

	AFFIRMATIVE ACTION QUESTIONS
	Questions about University Policy, procedures, programs, or Affirmative Action that are too complex or politically sensitive for the Advisor to easily and safely answer should be referred to the County Director, Regional Director, or the DANR Office of Affirmative Action in Oakland.
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	ALL REASONABLE EFFORTS (ARE)
	A three-tiered approach to public notification insures that eligible individuals from protected classes, or under-represented groups are aware of, invited to participation in, and have available to them, all appropriate DANR programs.

	
	

	STEP 1
	Use of mass media, including electronic and print outlets.  Can be press releases, public service announcements (PSAs), radio, and/or television appearances.

	
	

	STEP 2
	Use of newsletters, posters, flyers, and announcements.

	
	

	STEP 3
	Use of personal letters to targeted and under-served clientele, informing them of dates and times of program activities, and specific invitations for them to attend and participate.

	
	

	DISCRIMINATION
	Unfavorable treatment of person by category, class or group rather than fair treatment on the basis of merit.

	
	

	PUBLIC NOTIFICATION
	The objective of notification is to inform clientele of Cooperative Extension (CE) educational opportunities, to assure equal access to programs, and to protect against discrimination in the conduct of programs.

	
	

	NON-DISCRIMINATION POSTER
	County Directors and Advisors must know where the non-discrimination poster, “And Justice for All” is located in their office building and its purpose.

	
	

	NON-DISCRIMINATION STATEMENT
	The current approved CE Non-discrimination Statement must appear on all publications, including pamphlets, leaflets, and flyers.  It is not necessary to include the statement on letterhead.

	
	

	WHEELCHAIR LOGO
	When conducting outreach activities, we are obligated to advertise that our meeting locations and other facilities, including camps, are open to those with disabilities.  Use of the wheelchair accessible logo may imply that programs are open to clientele with all types of physical and mental limitations.  We need to specifically state the disability audience we want to attract, in addition to use of the logo.
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	REASONABLE ACCOMMODATIONS
	Federal regulations 503 and 504 and the Americans with Disability Act of 1992 require the adoption of environments, schedules, or other requirements to accommodate the known physical and mental limitations of persons with disabilities.  (See summary chart at the end of the chapter.)

	
	

	AFFIRMATIVE ACTION PROGRAM RESPONSIBILITIES
	1.  Know the Federal and State laws and the UC policies regarding civil rights and Affirmative Action.

2.  Determine the potential clientele for each program.

3.  Make a positive effort to extend the UC knowledge base to protected groups.

4.  Make an effort to understand the cultural, physical, and social diversity among clientele

5.  Document and assess Affirmative Action and public outreach achievements.

	
	

	UNDERSTAND DIVERSITY
	Our state has the richest mix of people with diverse cultures, backgrounds, and life-styles in the country.  This diversity is one of our important sources of strength and growth.

	
	

	
	Diversity if the concept that recognizes individual differences and appreciates the benefits that differences bring.  The challenge today is to learn about other cultures in order to appreciate and value diversity.

	
	

	
	Following are some places to start exploring cultural diversity as it applies to our program:

	
	· Review the video, “Meeting the Challenge of Diversity,” and the companion manual.

	
	· Seek advice from the DANR Affirmative Action office Director.  Explore resource materials that are available in the state Affirmative Action office Lending Library.

	
	· Take advantage of the Diversity Training in the region.  Topics can include cultural diversity awareness, social and demographic basis of diversity, and effective outreach strategies.
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	UNDERSTAND DIVERSITY, continued
	· Explore initiating an Advisory Committee for your program area that consists of people who represent the community you wish to serve.  4-H Youth Development Program should establish an Expansion and Review Committee.

	
	

	
	· If you are in a position to hire staff, or utilize volunteers, find individuals who are dedicated to and believe in the people that they serve.  Try to learn from your staff and volunteers.  If you do not know, ask questions!  This is the only way to get answers.

	
	

	
	· Connect with community-based grassroots organizations (e.g., NAACP, the Indian Tribal Council, Hmong American Association, etc.).  If you are having trouble finding these organizations, consult with local school districts, or organizations in neighboring counties.  Or, look for individuals who are active in the community that you wish to serve.

	
	

	
	· Get involved in community development networking or activities in your area.

	
	

	
	· Explore developing creative delivery methods.

	
	

	
	Providing programs that are sensitive to diverse cultures is not an easy task and the process can be slow.  Success will require a persistent, long-term commitment to attempt to understand the culture you wish to serve.
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	DEFINE PROGRAM CLIENTELE
	It is every County Director’s and Advisor’s responsibility to plan their program(s) for the benefit of all clientele regardless of their race, color, national origin, gender, age, or handicap.  To meet this requirement, Advisors must carefully define their clientele using and developing accurate demographics.  Potential program clientele give the Advisor a baseline to evaluate Affirmative Action progress in their program(s).  For Affirmative Action reporting, Advisors must:

	
	

	
	1. Establish a baseline number of each clientele group for their geographical areas of responsibility

	
	

	
	2. Define the baseline or potential number of clientele by gender and ethnicity.

	
	

	
	3. Use the most current and reliable sources available to establish the baseline data for each potential clientele group.

	
	

	FARM ADVISORS
	Clientele groups for Farm Advisors typically include, but are not limited to:  owners, operators, managers of farms; PCAs and other consultants who advise or provide services to producers; allied industry and agency personnel who work with producers and/or Advisors; packing and post-harvest operators; and sometimes field and/or farm laborers.  Some Advisors include the general public when a significant amount of time is spent on backyard calls

	
	

	
	Statistical information describing these clientele groups can be found in Ag Census Data, Agricultural Commissioner grower lists, Marketing Orders, ASCS offices CAPCA, and PAPA organizations, etc.

	
	


AFFIRMATIVE ACTION, Page 7

	NUTRITION, FAMILY, AND CONSUMER SCIENCE ADVISOR (NFCS)
	Clientele groups for NFCS Advisors could include professionals in nutrition, health, education, and social services such as dietitians, nutritionists, home economics teachers, school nurses, public health nurses, child care staff, non-profit agencies, community colleges, and other agencies providing education or services to the public on food, nutrition, and parenting.  Some NFCS Advisors include consumers or consumer segments such as all persons in the county, newly arrived citizens, Latin American immigrants, Southeast Asian immigrants, elderly, pregnant and lactating women, parents of young children, etc.

	
	

	
	Potential clientele statistics can be obtained from professional organizations, employers, agencies, etc., although data is not always readily available.  Where lists are non-existent, Advisors are encouraged to compile their own in a fair and equitable manner.  Phone calls and/or letters can be sent to district offices and schools to secure information on home economics teachers, school and public health nurses, etc.

	
	

	
	Data on specific occupational groups based on the latest census called, “Detailed Occupation Report,” is available in each county office.

	
	

	EXPANDED FOOD NUTRITION EDUCATION PROGRAM (EFNEP)
	The potential clientele for this nutrition education program is defined as households with children below 18 years of age at 125% of poverty level.  The target audience is families, so gender is not enumerated.  This statistical data is available from the DANR EFNEP office, and their source of information is the U.S. Census Data.


AFFIRMATIVE ACTION, Page 8

	4-H YOUTH DEVELOPMENT ADVISORS
	The potential clientele for 4-H Youth Development Advisors is currently defined as youth between 5- to 19-years of age.

	
	

	
	To find the ethnicity and gender of the youth, Advisors use the public school CBEDS for the county.  These lists are very current and are detailed by school districts and individual schools.

	
	

	
	For children attending private schools, Advisors should contact the individual schools and compile their own information.
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MAKE A POSITIVE EFFORT TO EXTEND UC KNOWLEDGE BASE TO PROTECTED CLASSES

The extension of knowledge is one of the primary functions of a Cooperative Extension Advisor.  Once you have established your potential clientele, it is essential that you develop a variety of methods to reach them.  People learn in different ways and learning is enhanced through repetition, so a variety of teaching methods should be employed.

Special attention must be paid to protected classes to ensure that their needs are considered when planning your educational program.  For example, a newsletter may reach some clientele while direct teaching is more effective for others.  Seminars or workshops may be appropriate for some people and some subjects, but extensive publications or simple pamphlets may be called for in other circumstances.  Mass media may be the best way to reach some audiences, and within that genre, newspaper, radio, and television each offer different strengths for different audiences.  For some Advisors, it may be desirable to have meetings and/or materials translated to other languages.

In addition to the decision about what method of instruction to use, it is important to consider how you will inform your clientele of what is available to them.  Announcements through media and your own mailing list may be adequate for your clientele or you may need to consider creative ways to reach people such as announcements through employers, organizations, and institutions.

The important issue in this responsibility is to match your method of extending knowledge to your clientele’s style of learning.  While it will not be possible to offer every method to all people, it is important to be creative and try to extend knowledge in a variety of ways.
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DOCUMENT AND ASSESS PROGRAM PARTICIPATION

I.
Goals of Documentation and Program Assessment

A.
Be able to evaluate your own Affirmative Action efforts and progress.

B. Be able to provide reviewers with appropriate, specific documentation.

C. Develop your own recording system that is practical and efficient.

(This system must accomplish goals A and B.)

II.
How to Document


A.
Documenting Clientele Contacts



1.
Regularly record individual contacts you make.  Use a form or some other

convenient method to note the name, ethnicity, and gender of persons you individually contact regarding programmatic activities, research, education, program outreach, etc.  Separate telephone calls from personal visits.  Telephone calls may be used to document ARE but the USDA recognizes only face-to-face visits as actual contacts.  For clarification, this should be discussed with your County Director.



2.
Regularly record group contacts you make when you deliver extension

education information to groups.  Note the number of people and numeric breakdown of ethnicity/gender in the group.

a.
If you host the meeting, include a sign-in sheet.  (Appendix B)

b.
If you are a guest speaker, mentally note the number of people and

number breakdown of ethnicity/gender of the group.


B.
Completing CASA



1.
Each Advisor has a little different way to summarize contacts.  Some

complete CASA on a monthly basis, while others will complete it on a quarterly or yearly basis.  Consult with either your County Director or an Advisor with a similar program.  CASA summarizes the programmatic activities and associated clientele contacts that you have documented.  This becomes the official record of your contact numbers and must be kept for three (3) years.

III.
How to Assess:  Complete


A.
Attach the CASA Summary to the Annual Self-assessment Evaluation.


B.
Determine compliance status.


C.
Take the time to write a detailed, descriptive, and personal narrative about your

outreach effort and Affirmative Action accomplishments that can later be used as part of your Program Review Dossier.


D.
Evaluate past program efforts of the year and plan for the upcoming year.
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PROGRAM COMPLAINT PROCEDURES

Each academic and/or staff member responsible for program delivery needs to be aware of and able to assist individuals wishing to lodge an official Complaint of Discrimination in Program.  Support staff who answer telephones should have access to and be able to use this information.  Further, University policy forbids any employee from attempting to discourage individuals or groups from filing a formal complaint of discrimination.

Any person or persons, acting on their own behalf or on behalf of any specific classes of persons who believe they have been discriminated against on the basis of race, color, national origin, age, or handicap, may personally, or through a representative, file a complaint.

The complaint must be filed no later than 180 days from the date of the alleged discrimination, unless the time for filing is extended by the Vice President (DANR) or the U.S. Secretary of Agriculture.

Here is the process for filing Program Discrimination Complaints:

· The complainant must be advised of his/her right to file directly with the Secretary of Agriculture at the United States Department of Agriculture, Washington, D.C.  20250

OR

· Obtain the complainant’s name, address, and telephone number.

· Get as much information as possible about the alleged discriminatory act(s).

· Identify the alleged program area and any staff member involved.

· Determine the basis of discrimination (race, color, religion, age, sex, handicap)

· Determine if there are any witnesses to the alleged discrimination.

Complaints may be filed orally or in writing.  All of the information gathered should be presented in the form of a signed, written statement, preferably signed by the complainant.  With or without the complainant’s signature, the statement needs to be forwarded to these individuals:  the immediate supervisor(s) of the employee(s) against whom the complaint has been filed:  the Regional Director, the Director of Affirmative Action (DANR).  (Refer to Administrative Handbook, Section 604 for additional information about program complaint procedures.)
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EMPLOYEE COMPLAINT PROCEDURE

UC DANR Affirmative Action Staff are available for confidential consultations with non-campus-based DANR personnel regarding equal employment opportunities, sexual harassment, Affirmative Action, and personnel issues.

With the July 1989 release of the new Affirmative Action Implementation Plan, a strengthened grievance process is now in effect in the Division.  It ensures that Division non-campus-based employees have fair and unprejudiced access to both formal and informal grievance procedures.
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SUMMARY OF MAJOR CIVIL RIGHTS DOCUMENTS AND PROTECTED CLASSES2

	Name of Document
	Protected Classes

	
	Race
	Color
	Religion
	Age
	Sex
	National Origin
	Disabled
	Marital Status
	Sexual Orientation
	Political Affiliation or Opinion
	Retaliation

	Civil Right Act of 1866
	X
	
	
	
	
	
	
	
	
	
	

	Civil Rights Act of 1871 (enforces

Amendment XIV of U.S. Constitution
	X
	X
	
	
	X
	X
	
	
	
	
	

	Civil Rights Act of 1964

Prohibits discrimination on the basis of race, color, religion, sex, or national origin.  Established the Equal Employment Opportunity Commission
	X
	X
	X
	
	X
	X
	
	
	
	
	

	Title VI – Civil Rights Act of 1964

Prohibits discrimination based on race, color, religion, sex, or national origin in all programs or activities that receive federal aid.
	X
	X
	
	
	
	X
	
	
	
	
	

	Title VII – Civil Rights Act of 1964

(Amended by the Equal Employment Act of 1972)  Prohibits discrimination in employment based on race, color, religion, sex, or national origin.
	X
	X
	X
	
	X
	X
	
	
	
	
	

	Title IX – Education Amendments Act of 1972

Prohibits discrimination on the basis of sex against students or employees of any institution receiving federal financial aid.
	
	
	
	
	
	X
	
	
	
	
	

	Equal Pay Act of 1963
	
	
	
	
	X
	
	
	
	
	
	

	Age Discrimination in Employment Act of 1967 applies to persons 40 years old and over.
	
	
	
	X
	
	
	
	
	
	
	

	Revenue Sharing Act of 1972
	X
	X
	X
	X
	X
	X
	X
	
	
	
	

	Rehabilitation Act of 1973
	
	
	
	
	
	
	X
	
	
	
	

	Vietnam Era Veterans Readjustment Act of 1974
	
	
	
	
	
	
	X
	
	
	
	

	Age Discrimination Act of 1975 (federally assisted programs or activities)
	
	
	
	X
	
	
	
	
	
	
	

	Americans with Disabilities Act of 1992
	
	
	
	
	
	
	X
	
	
	
	

	Several California State Codes including Fair Employment and Housing Act.
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Family and Medical Leave Act of 1993
	X
	X
	X
	X
	X
	X
	X
	
	
	
	


2For more complete information on UC policy, refer to the Administrative Handbook, Section 601-VI, Appendix I.

Provided by the South Central Region Affirmative Action Committee:

Peggy Frazee

Nancy Feldman

Bill Hambleton

Steve Koike

Michelle LeStrange

Mel Peters
COLLABORATIVE

DECISION MAKING

COLLABORATIVE DECISION MAKING

The concept of shared decision making works at many levels within the campus community and respects shared values and a shared mission.  You have the opportunity to participate in Academic Assembly Council (AAC), designed to facilitate to concept of collaborative decision-making.

The Academic Assembly Council (AAC) provides a forum for enhancing Cooperative Extension (CE) programs and addressing the professional needs of CE academic employees.  You may find more information at the web site:

http://groups.ucanr.org/AAC/
DANRIS REPORTING

REPORTING

DANRIS EFFORT is a reporting system used by AES Faculty, campus-based Specialists, and county CE Advisors to record and retrieve quantitative and narrative information about their programs for planning and reporting at the local, regional/campus, and division-wide levels.

The system used by ANR to report contacts and audience demographics is currently called Contacts and Self-Assessment (CASA).  CASA is used by all CE county-based academics and certain non-academic staff to record data on their programmatic outreach efforts, (i.e., information about their clientele contacts and “all reasonable effort” activities).

Training guides are available at:

http://ucanr.org/internal/planningi.shtml
The information contained in DANRIS and CASA is only as valid or comprehensive as what you provide.  Placing quality information into these systems provides an opportunity to use it for local accountability needs, as well as providing a showcase for extension programs at the state and national levels.  The information should be particularly useful when questions are asked about the relevance of ANR, CE, and the cost effectiveness of programs.  Today, accountability and efficiency are essential.  Telling administrators, colleagues, and the public about the impacts your work is positive public relations.

LEADERSHIP DEVELOPMENT

FOR ANR ACADEMICS

LEADERSHIP DEVELOPMENT

ANR Leadership Development

Information and Tips on Leadership can be found at the Website:

http://groups.ucanr.org/ANR_Leadership
Web page Resources:

· ANR Leaders in Action

UC-ANR Members involved in leadership development activities and programs

· Book Reviews

Reviews of books on leadership and leadership development written by ANR and other land-grant institution colleagues.  Please send us reviews of good books you have read on leadership development to add to this list.

· Leadership Opportunities
Leadership development opportunities for interested ANR members.

· Leadership & Management Matrix
A model demonstrating that both leadership and management skills combine for most effective leaders.

· Leadership Development Web sites
Links to other leadership development web sites.

· Tools for ANR Leaders
· Practical information about techniques and tools to help sharpen individuals’ skills as leaders and managers.

· Tips on Leadership

· Leadership Quotes

MARKETING

COOPERATIVE EXTENSION

MARKETING COOPERATIVE EXTENSION AT THE LOCAL LEVEL

In many states, Cooperative Extension is struggling to survive under budget cuts and changing legislative priorities.  The guidebook, Marketing Cooperative Extension at the Local Level, was written to help Cooperative Extension staff increase, or, at the very least, maintain critical local funding and support.  This guidebook offers strategies to “market” Cooperative Extension.  For the guidebooks purposes, “marketing” refers to a combination of methods such as public relations, communication, and networking to broadly increase visibility and understanding of the importance, role, and value of Cooperative Extension.  The guide makes the case that marketing is the responsibility of all staff members, not just the local CE County Director, and provides ideas for volunteer and clientele involvement.  Author:  Sonya Varea-Hammond, CE County Director, Monterey County.

To download the publication from the website:

http://groups.ucanr.org/ANR_Leadership/Tools_for_ANR_Leaders/
YOUR BENEFITS AS AN UNIVERSITY OF CALIFORNIA EMPLOYEE

YOUR BENEFITS AS AN UNIVERSITY OF CALIFORNIA EMPLOYEE

Benefit information can be overwhelming and difficult to understand at first, especially as you try to make important decisions in your first month of employment.  UC offers:

· Core Medical

· Dental

· Vision

· Short-term Disability

· Supplemental Disability

· Basic Career Life

· University-paid Core Life

· Employee-paid Life

· Basic Dependent Life

· Expanded Dependent life

· Accidental Death and Dismemberment

· Business Travel Accident

· Legal Expense

· Automobile and Homeowner/Renter

· Dependent Care Assistance Program (DepCare)

· Tax Savings on Insurance Premium (TIP)

· Survivor Benefits for Domestic Partners

For more comprehensive information on each of these programs, refer to “Your Group Insurance Plans” at:  www.ucop.edu/bencom/hw/ygip/intro.html.  Check with your departmental or regional MSO for more information on benefits available to you as an UC employee.

ADMINISTRATIVE FUNCTIONS IN SUPPORT OF COUNTY-BASED

UCCE OPERATIONS

EXAMPLES OF KEY ADMINISTRATIVE FUNCTIONS

IN SUPPORT OF COUNTY-BASED UCCE OPERATIONS

	FUNCTION
	COUNTY
	REGIONAL
	ANR-OAKLAND
	UCD SYSTEMS

	
	
	
	
	

	BUDGET, ACCOUNTING & FINANCIAL SERVICES*
	
	
	
	

	Permanent Budget (Staffing), Operating Budget, Penalty Mail,

Accounts Payable

    (Travel, Entertainment, Reimbursements, Invoices)
	None

Initiate, Prepare Forms
	Initiate & Prepare, Manage

Review, Input, Approve
	Review, Approve, Input

Policy Exceptions
	Maintain System

System Approval, Process Payments

	Bank Deposits
	“
	“
	“
	“

	Checking Accounts
	“
	“
	“
	“

	Purchasing
	“
	“
	“
	“

	Payroll Services
	“
	Review, Prepare, Input, Approve
	None
	“

	Gift Acceptance
	“
	“
	Approve >$10K
	“

	Accounting Services

    (Cost Transfers, Account Maintenance, Fiscal Closing)
	Initiate Request
	Review, Prepare, Input, Approve
	Intercampus Transactions
	“

	
	
	
	
	

	ACADEMIC & STAFF PERSONNEL/HR SERVICES*
	
	
	
	

	Academic Merit/Promotion Process, Salary Management
	Initiate, Prepare PR
	Coordinate, Review, RD Approve

Implement Action
	Coordinate Statewide

Process for Rev & Approve
	None

	Classification of Staff Positions
	Initiate, Prepare Form
	Review, Approve Budget, Coordinate & Implement
	Determine & Approve Classification
	None

	Recruitment and Hiring (Staff & Academic)
	“
	“
	“
	“

	Workers’ Compensation Claims
	“
	Review, Coordinate
	None
	Process Claim

	Labor Relations (Corrective Actions, Grievances, Contract

Issues, Layoff)
	“
	Review, Coordinate

“ (County to Region to ANR)
	None

Coord (ANR to Labor Relations)
	None

	Benefits (Insurance, Unemployment, Disability)
	Initiate
	Rev, Determine Action, Coord
	None
	Approve, Process Action

	Employee Relations (Staff & Academic)
	“
	Coordinate
	Provided through UCOP
	Also provided by UCD

	Personnel Actions (Staff & Academic)
	“
	Review, Input, Approve
	System Review
	Maintain System

	Compensation (Staff Salary/Wage Admin; i.e., merits, COLA, Union Contracts
	None
	Coordinate w/Counties
	Initiate, Coordinate w/Regions
	Implement System

	
	
	
	
	

	RESEARCH & BUSINESS SERVICES*
	
	
	
	

	Research Contracts & Grants
	Initiate, Prepare
	Budget Review, RD Program Approval, admin Implementation
	Rev, Approve Agreement, Submit, Negotiate Contract, Approve
	None

	    Cooperative Agreements
	
	
	
	

	    Copyrights & Trademarks
	
	
	
	

	    Licenses & Material Transfer Agreements
	
	
	
	

	    Multiple Campus Awards
	
	
	
	

	    Non-disclosure & Trade Secret Agreement
	
	
	
	

	    Patent agreements
	
	
	
	

	    Extramural Acctng (Acctng Services, Invoices, Close-out)
	
	
	
	Billing

	Risk Management
	“
	Oversight
	Review, Approve, Negotiate, Coordinate, Implement
	None

	Memoranda of Understanding (Internal/External)
	Initiate, Implement
	Review, Approve, Implement
	“
	None

	Sales & Service Authorizations (Rate & Recharge_
	“
	Budget Review, RD Program Approval, Admin Implementation
	Review and Approve
	None


*Policy Implementation/guidance, training, and internal controls are provided across all functions.

OTHER

UC-ANR

SERVICES

CONTROLLER/BUSINESS SERVICES

The Office of the Controller and Business Services (OCBS) has responsibility for financial oversight, controls initiative implementation, internal controls, analysis and reporting for administrative operations, and support services within the Division of Agriculture and Natural Resources.  OCBS also has responsibility for administrative policies, business contracts, insurance, risk management, financial policy and services, staff personnel services, and computer services.  Visit the web site:

http://www.ucanr.org/internal/miscshow.cfm?unit=5114&misctype=Main_Page
RISK MANAGEMENT

The Agriculture and Natural Resources Office of Risk Management is committed to providing risk management advice and consultation, emphasizing quality customer service, and cost efficiency in support of the academic mission of the Division and our customers, the academic members and staff of ANR.

For more information and assistance, with certificates of insurance, facility use agreements, lease agreements, and information on the UC self-insurance programs, business services, and risk control, please visit the web site at:

http://www.ucanr.org/internal/miscshow.cfm?unit=5218&misctype=Main_Page
UC—ANR COMMUNICATIONS

Communications:

Educators who plan, deliver, and develop high quality programming often rely on the Office of Technology and Media Recourses.  Resources may be found at the web site:

http://ucanr.org/internal/mischow.cfm?unit=5223&misctype=Main_page
ANR Communication Services (CS)

· This is a service group for the DANR County Directors, Advisors, Specialists, and ANR Faculty.  CS provides free and fee-based services in broadcast services.

· Available at the web site above, you will find detailed information on:

· Governmental and External Relations

· ANR logo products and log use guidelines

· ANR Report

· California Agriculture magazine

· News and information

· Public Relations resources
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Other UC-ANR Communication Services sites:

· http://anrcs.udcavis.edu/Broadcast/default.shtml - audio broadcast services
· http://anrcs.ucdavis.edu/Network/default.shtml - computer network and web support
· http://anrcs.ucdavis.edu/Design/default.shtml - design services
· http://anrcs.ucdavis.edu/Distance/default.shtml - distance learning
· http://anrcs.ucdavis.edu/Multimedia/default.shtml - interactive multimedia

· http://groups.ucanr.org/ANR_CS_IPS/index.cfm - large format poster printing

· http://anrcs.ucdavis.edu/Photography/default.shtml - photography services
· http://anrcs.ucdavis.edu/Production/default.shtml - publications, video, & slide production

· http://anrcs.ucdavis.edu/Sales/default.shtml – mail-order, internet & publication sales through county offices

· http://anrcs.ucdavis.edu/Video/default.shtml - video services
· http://danr.ucop.edu//news/ - news and information outreach:  This site contains news releases, radio news features, ask our experts, news in Spanish, California Agriculture Report, ANR Report, governmental relations, hot topics and tips
Publications:  books, leaflets, videos, and slide sets catalog

· Offers a variety of practical, research-based educational media—publications, videos, presentations, interactive distance learning, audio recordings, and electronic multimedia.

· California Agriculture—ANR’s quarterly magazine of news and peer-reviewed research, features new findings in agricultural, natural, and human resources from leading scientists.

· Visit the web site for more information at:

http://www.ucanr.org/pubs.shtml

OTHER UC ANR SERVICES
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UC DELIVERS

Success Story Categories:

	4-H Youth Development
	Invasive Species

	Air Resources
	Land Resources

	Biological Resources
	Livestock/Range (cattle, hogs, sheep, poultry)

	Biosecurity
	Master Gardener

	Biotechnology
	Nursery/Ornamentals

	Communities
	Nutrition

	Dairy
	Pest Management

	Environment
	Research & Extension Center

	Families
	Specialty Crops (citrus, avocados)

	Field Crops (cotton, alfalfa, rice)
	Vegetable Crops (lettuce, tomatoes, potatoes, melons)

	Food Safety
	Waste Management

	Fruits, Nuts (includes strawberries)
	Water Quality

	Grapes/Wine
	Water Resources


For additional information, go to the web site:

http://ucanr.org/delivers/
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RESEARCH AND EXTENSION CENTERS (RECs)

Ten ANR Research and Extension Centers are located throughout California’s various crop production areas and climatic zones:

· Bay Area Research & Extension Center:

http://danrrec.ucdavis.edu/bay_area/home_page.html
· Desert Research & Extension Center:

http://desertrec.ucdavis.edu/

· Hopland Research & Extension Center:

http://danrrec.ucdavis.edu/hopland/home_page.html

· Intermountain Research & Extension Center:

http://danrrec.ucdavis.edu/intermountain/home_page.html

· Kearney Research & Extension Center

http://danrrec.ucdavis.edu/kearney/home_page.html

· Lindcove Research & Extension Center

http://danrrec.ucdavis.edu/lindcove/home_page.html

· Shafter Research & Extension Center

http://danrrec.ucdavis.edu/shafter/home_page.html

· Sierra Foothill Research & Extension Center

http://danrrec.ucdavis.edu/sierra_foothill/home_page.html

· South Coast Research & Extension Center

http://danrrec.ucdavis.edu/south_coast/home_page.html

· West Side Research & Extension Center

http://danrrec.ucdavis.edu/west_side/home_page.html
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DANR ANALYTICAL LABORATORY

The DANR Analytical Laboratory services are available to Specialists, Advisors, and Faculty who conduct research on plant-soil interactions, others who study plant, soil, insect-pest interaction, and those interested in mineral analysis on forage crop or orchard foliage and digestibility of food products will find this laboratory helpful.  The lab performs analyses on selected chemical constituents of soil, plant, water and wastewater, and feed in support of statewide research and extension activities.  Clients are County Advisors, Extension Specialists, and Experiment Station Faculty.  There are separate fee structures for Advisors and Specialists, Ag Experiment Station appointments, or Faculty in Agricultural Department at UC Davis, UC Riverside, or UC Berkeley, and all other UC Faculty.  You may view their website at:

http://ucce.ucdavis.edu/files/programs/1352/

OTHER UC ANR SERVICES
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DANR DIRECTORY

The UC Agriculture and Natural Resources On-line Directory is an excellent tool for finding names, addresses, telephone numbers, and web sites of your colleagues.  The external directory, linked from ucanr.org, has a yellow header at the top of the page.  The internal directory, linked from ucanr.org/internal, has a blue header at the top of the page.  New staff may wish to establish a “shortcut” to this site on their desktop.

http://ucanr.org/direct.shtml

OTHER UC ANR SERVICES
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DEVELOPMENT SERVICES

The Office of Development Services provides programs, services, and activities to encourage private support for the benefit of the Division of Agriculture and Natural Resources (ANR).  Private gifts strengthen ANR’s ability to advance the understanding of the world in which we live, and to share what we learn, through extension, with the people of California.  The Office of Developmental Services also works with ANR retirees to foster support of ANR programs and to promote opportunities for camaraderie.

http://ucanr.org/internal/mischow.cfm?unit=5087&misctype=Main_page

HELPFUL

WEBSITE ADDRESSES

WEBSITE REFERENCES—CENTRAL VALLEY REGION
ANR ORGANIZATIONAL STRUCTURE:

ANR Home Page:  http://ucanr.org

ANR Organization Chart:  http://ucanr.org/orgchart.shtml

ANR Directory:  http://ucanr.org/internal/directi.shtml

UC-ANR POLICY RESOURCES:

ANR Administrative Handbook:  http://danr.ucop.edu/admin-handbook/

UC Academic Personnel Manual:  http://www.ucop.edu/acadadv/acadpers/apm

UCCE Central Valley Region:  http://cvr.ucdavis.edu/

UCCE Regional Procedures Guide:  http://groups.ucanr.org/handbook

CE Academic Assembly Council:  http://groups.ucanr.org/AAC

ANR Workgroups:  http://ucanr.org/miscshow.cfm?unit=5320misctype=Main_page

COOPERATIVE EXTENSION ADVISOR MERIT & PROMOTION PROCESS:

There are several Academic Personnel references available at this web site, including the Guidelines for Preparing the Program Review Dossier, the Academic Personnel Manual, and Academic Salary Scales.

http://ucanr.org/internal/miscshow.cfm?unit=5107&misctype=Academic_P

CE ADVISORS’ ROLE AND RESPONSIBILITY AS PRINCIPAL INVESTIGATOR FOR RESEARCH ACTIVITIES:

http://danr.ucop.edu/ocg/

UC BENEFITS RESOURCES:

UC at Your Service:  use this web site to find benefits information and forms, retirement plan values and performances, retirement calculations, and to submit change of address information.

http://atyourservice.ucop.edu/

UC for Yourself:  use this web site to update personal information and tax withholding information and to print verification of employment documents and your UC Pay Advice Statements.  This site also links to benefits information:

http://ucfy.ucop.edu/ucfy/
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OTHER RESOURCES:

My UC Davis:  this web site is a portal to many services at UC Davis, including access to DaFIS Decision Support, UC Davis campus calendars, UCD library services, employment at UCD, Policy & Procedure manuals, and links to benefits and retirement information.

http://my.ucdavis.edu

DaFIS Decision Support:  this is the web site for the Davis Financial Information System (DaFIS) general ledger system.

http://dafisds.ucdavis.edu/DecisionSupport/

BOOKS, MANUALS,

AND OTHER

RESOURCE HANDBOOKS

BOOKS AND HANDBOOKS

	The following resources have been selected to encourage additional reading about Cooperative Extension.

	

	Abraham, Roland H.  Helping People Help Themselves:  Agricultural Extension in Minnesota.  Minnesota Extension Service, St. Paul, MN, 1986

	

	Bennett, Claude.  Analyzing Impact of Extension Programs.  Extension Service USDA, ESC-575, 1976

	

	Boyle, Patrick.  Planning Better Programs.  New York.  McGraw-Hill Book Company.  1981

	

	Blanchard, Kenneth.  One Minute Manager.  (2nd Edition)  1986

	

	Cole, Nancy.  Advisory Committees.  New York.  Follet Publisher.  1983

	

	Erickson, Stanford C.  Motivation for Learning.  Ann Arbor, University of Michigan Press.  1974

	

	Havelock, Ronald G.  Planning for Innovation Through Dissemination.  Ann Arbor, University of Michigan Press.  1971

	

	Houle, Cyril O.  The Design of Education.  San Francisco.  Josey-Bass Publisher.  1972

	

	Knowles, Malcolm.  Modern Practices of Adult Education.  (2nd Edition)  Washington, D.C.  Associate Press.  1987

	

	Knox, Alan.  Adult Learning and Development.  San Francisco.  Josey-Bass Publisher.  1980

	

	Lakein, Allen.  How to Get in Control of Your Time and Life.  

	

	Lionberger, H.F. and Bevin, P.H.  Communication Strategies:  A Guide for Agricultural Change.  Interstate Printers and Publishers, Danville, IL.  1982

	

	Rogers, Everett.  Diffusion of Innovation.  (3rd Edition)  San Francisco, CA  Sage Publishers.  1968

	

	Steele, Sara.  (Ed.)  Special Needs Study of Volunteerism.  University of Wisconsin.  1986

	

	Tyler, Ralph.  Basic Principles of Curriculum and Instruction.  Chicago.  University of Chicago Press.  1974

	

	Vines, C. Austin and Anderson, Marvin A., Editors.  Heritage Horizons-Extension’s Commitment to People.  Journal of Extension.  Madison, WI.  1970

	

	Wessel, Thomas and Marilyn.  4-H:  An American Idea 1900-1980.  National 4-H Council.  Washington, D.C.  1982

	

	Wilson, Marlene.  Survival Skills for Managers.  Volunteer Management Associates.  Boulder, CO.  1981
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LOCAL OFFICE RESOURCES

	

	ANR Administrative Handbook

	

	Meeting the Challenge of Diversity Resource Manual and Video

	

	Pesticide Storage/Safety Manual

	

	Resource Center for Diversity Manual

	

	UCCE Regional Procedures Guide

	

	UC Injury and Illness Prevention Plan

	

	Resource Reference for County Directors.  University of California Division of Agriculture and Natural Resources Cooperative Extension

	

	DANR Administrative Handbook.  University of California


OTHER RESOURCE HANDBOOKS

	Extending Excellence:  A Guide for New Extension Educators.  Minnesota Extension Service, 1991

	

	New Agent Orientation Handbook.  Ohio Cooperative Extension Service.  1986

	

	Staff Orientation for New Extension Field Faculty.  University of Illinois Cooperative Extension Service.


APPENDICES

APPENDIX A

	DEVELOPING A

POSITION DESCRIPTION
	Use the vacancy announcement for your position as a starting point.  You and the Regional Director should discuss and agree upon the specifics of your job responsibilities before you write the description of your position.  Your position should follow the format below.  It will be two to three pages in length.  Also, see Section 335, Administrative Handbook.


POSITION DESCRIPTION
Your Name

________ County

Date

I.
TITLE:  __________________ County Director (Also, list program area, if applicable.)

II.
NATURE AND PURPOSE:

Give a very broad overview of the position.  Refer to the Position Vacancy Announcement for your position.

III.
MAJOR RESPONSIBILITIES:

Detail the specific responsibilities of your position.  Your county director is your resource.

IV.
RELATIONSHIPS:

Describe whom you report to and the types of people or organizations with whom you maintain liaison.

V.
QUALIFICATIONS:

Refer to the Position Vacancy Announcement for your position.

VI.
AFFIRMATIVE ACTION:

VII.
APPROVAL:

___________________________________
_________________


Your name, __________ Advisor



Date


___________________________________
_________________


Name, County Director





Date


___________________________________
_________________


Name, Regional Director




Date

APPENDIX B

PROFESSIONALISM
Professionalism brings a positive image to the Extension Advisor.  Being hired in Extension does not automatically make you a professional.  You have to develop professionalism, and the sooner you do so, the more respect you will gain from co-workers and clientele.

Professionalism goes beyond being an expert in a subject matter.  It requires self-motivation and the skill to motivate your clientele.  It means being creative and involves a positive attitude toward risk taking.  With risk comes the possibility of failure.  The professional knows that to reach new audiences, try new technologies and change with the times often means less than 100 percent success.

Professionalism is demonstrated through daily management techniques.  Examples are:  keeping co-workers, including secretaries, informed of plans and schedules; being prompt with appointments, meetings, and returning telephone calls; planning your work and working your plan; being quick to smile and slow to anger; and keeping one’s cool in difficult situations.

PERSONAL TIME

You will quickly discover that there is more than enough work to keep you busy.  That is the nature of Extension work!  Remember, you are not expected to be all things to all people, so do not impose this thinking upon yourself.  You need to choose your programs wisely and diligently use good time management skills.  Your Regional Director can give you guidance on making these sometimes-difficult choices.

It is also important for you to take responsibility for planning your own personal time.  Be sure to mark your personal time on your calendar; otherwise, the danger is great that much of your time could be filled with Extension events/work, if you let it.  There is only one person who writes dates on your calendar—YOU!  Ensure that you balance your time by adding your personal time to your schedule or you run the risk of losing it.  Again, if you have trouble scheduling your personal time, discuss this matter with your Regional Director.

APPENDIX C

ACRONYMS

AA

Affirmative Action

AAC

Academic Assembly Council

AES

Agricultural Experiment Station

AGSAT
Agricultural Satellite Corporation, Cooperative Extension

ASCS

Agricultural Stabilization and Conservation Service

CAEHE
California Association of Extension Home Economists

CAFAS
California Association of Farm Advisors and Specialists

CAO

County Administrative Officer

CAPCA
California Association of Pest Control Advisors

CASA

Contacts and Self-Assessment

CD

County Director

CE

Cooperative Extension

CEO

County Executive Officer

CPIG

California Pork Industry Group

CRD

Community Resource Development

C4-HA

California 4-H Association

DANR

Division of Agriculture & Natural Resources

DANRIS
Division of Agriculture & Natural Resources Information System

DHIA

Dairy Herd Improvement Association

EC

Executive Council

ECOP

Extension Committee on Organization & Policy (National committee

of 12 state directors)

EEO

Equal Employment Opportunity

EFNEP

Expanded Food & Nutrition Education Program

EFFORT
DANR’s Academic’s Project/Activity Narrative Reporting System

ES/USDA
Extension System/United Stated Department of Agriculture

FAAS

Farm Advisors And Specialists

FmHA

Farmers Home Administration

FTE

Full-time Equivalent

IOC

Intercampus Order and Change form

IPM

Integrated Pest Management

KAC

Kearney Agricultural Center
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ACRONYMS, continued

NACAA
National Association of County Agricultural Agents

NAEHE
National Association of Extension Home Economists

NAE4-HE
National Association of Extension 4-H Agents

NASULGC
National Association of State University and Land Grant Colleges

NEA

Nutrition Education Assistant (work in EFNEP; also called Aides)

NFCS

Nutrition, Family and Consumer Science

OBFS

Office of Budget and Financial Services

OCBS

Office of Controller and Business Services

PAF

Personnel Action Form

PAPA

Pesticide Applicators Professional Association

PC

Program Council

PECC

Pomology Extension Continuing Conference

PL

Program Leaders

POW

Plan Of Work

PPAC

Program Planning Advisory Committee

http://ucanr.org/internal/miscshow.cfm?unit=5103&misctype=Program_PI

PPRS

Program Planning and Reporting System

PR

Program Review

Program Rep.
Program Representative

PVA

Position Vacancy Announcement

RAC

Research Advisory Committee

RCD

Resource Conservation District

RD

Regional Director

REC

Research and Extension Center

RPPG

Regional Program Planning Group

SCS

Soil Conservation Service

SERIES
Science Experiences & Resources for Informal Educational Settings

UC

University of California

UCCE

University of California Cooperative Extension

APPENDIX D

University of California Cooperative Extension

_____ County

Meeting Registration Form

Meeting:







Date:





Location:









	
	
	
	(Optional Information)

	
	Name
	Address & Telephone Number
	M
	F
	Ethnicity

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	


APPENDIX E

Administrative Handbook

Salary and Salary Increases

333.2
Criteria

The following criteria will be used in assessing an individual’s performance:

· Performance in extending knowledge and information in a specialty area

· Performance in applied research and creative activity

· Professional competence and activity

· University and public service

In applying these criteria, documented program accomplishments in and commitment to Affirmative Action goals will be taken into account.

1.
Performance in Extending Knowledge and Information in a Specialty Area
Cooperative Extension’s ultimate job is education.  This means working with people to:  1) help them understand their current situations and the potential for change in their situations, and 2) design and implement strategies that will lead them to use research-based knowledge to improve their situations through the adoption of specific practices and technologies.  In carrying out this responsibility, individual staff members must demonstrate effective teaching, the results of which will be noted in changed attitudes, new skills and practices of clientele, and ultimately social and economic benefits to individuals, families, and communities.  In judging educational effectiveness, the following should be considered:

· The person’s command of his/her subject or specialty

· Educational rationales, methods, and tools

· Program management and organization skills

· Educator enthusiasm and creativity

· Program evaluation activities and program results

Every Extension educator must maintain subject matter competence in his subject matter competence in his or her discipline.  The content of all educational programs and materials must be current, accurate, and pertinent to the needs of the program participants.  Educational methods and tools must be selected to optimize the learning of the targeted audience.  Methods may vary from those for individuals to those for large groups.  Media may include publications, articles in popular and trade/industry magazines, articles in newspapers, professional journal articles, radio and television programming, visual media productions, and computer software.  For example, methods may include independent learning programs, field tours, symposia, workshops, and short courses.
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2.
Performance in Applied Research and Creative Activity
Experimentation or knowledge acquisition is vital to all effective Extension programs.  Creative and original thinking is fundamental in the analysis of situations/problems and in seeking evaluation and solutions.  In general, academics are expected to proceed from an indefinable base of research information.  All academic staff members are expected to use the process of scientific inquiry and to conduct continuous analysis of factors related to the results of their programs.  The following are to be considered as evidence of an effective experimentation program:

a. Applied Research—Development of a sound and balanced research program to solve major problems and provide technology transfer or adoption, quality and quantity of preparation of sound plans, the application of statistical analysis to test the validity of results where appropriate, quality and quantity of research reports, contributions of research efforts to an industry or to the various public, and cooperation and coordination with other staff in Extension, the Agricultural Experiment Station, and other research agencies.

b. Creative Activity—Develop, implement, and evaluate the effectiveness of creative adaptation of scientific knowledge or research information for solutions of specific problems.  Creative program development, management, administration, and efforts to reach new audiences are included where they clearly involve an attempt to solve a problem in a way previously not resolvable or accepted within conventional disciplinary practice.  Creativity involves the origination of new ideas of practices.  Where an original idea is implemented, empirical impact or effectiveness measurement, and publication of results are expected.

3.
Professional Competence and Activity
Subject matter competence or demonstrated distinction in the special skill or discipline appropriate to the job is assumed to be fundamental for individual success and for the success and progress of Cooperative Extension as a whole.  A person’s professional activities in his/her discipline are evidence of achievement and leadership.  In evaluating professional competence, such factors as the following should be taken into account.

· Subject matter/specialty knowledge and ability to apply this knowledge in practice to fit specific needs:

· Evidence of achievement and recognition by colleagues and clientele for providing leadership in the field (including awards, honors, fellowships, and grants.)

· Articles published in professional and trade journals

· Consulting services to other agencies and editorial board services

· Active membership in disciplinary societies and professional associations, or other activities indicative of professional standing and leadership.
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4.
University and Public Service

Services to the University, the Division of Agriculture and Natural Resources, and Cooperative Extension are important dimensions of the total responsibilities of Extension academic appointees.  Likewise, significant contributions to community, state, and national affairs will be considered as evidence for advancement.  Examples of activities in University and Public Service include, but are not limited to:

· Membership and leadership on Cooperative Extension, departmental, or University committees, work groups, or task forces

· Participation in significant activities and events outside the University

· Membership on community boards and advisory groups, and other significant community activities

· Student and career counseling representing the University to the public

Activity reported in this category must be consistent with subject matter or disciplinary responsibilities as described in the individual’s position description.


5.
Affirmative Action Commitment

Significant equal opportunity /Affirmative Action efforts are integral parts of each Cooperative Extension academic staff member’s responsibilities in both program and personnel areas:

· Program—Potential program audiences must be identified and compared to the sex/ethnic distributions of actual program participants.  Affirmative Action efforts made to encourage program participation by underserved groups should be considered in terms of activities and results.  Specialists are expected to carry out specific activities in support of county staff in all aspects of this responsibility.

· Personnel—Evidence of significant contributions should include application of understandings of relevant personnel policies, equal opportunity concepts, and the Division Affirmative Action Personnel Program plan.  Special efforts to recruit minorities and women in under-represented categories and to support minorities, women, and other protected groups in non-traditional positions should be judged in terms of activities and results.
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ACADEMIC SALARY SCALES

I.
SALARY SCALES

Salary scales and normal years at step in each rank are issued annually by the Office of Academic Affairs.  These scales are subject to change by range adjustment or other occasional administrative adjustment.  For certain administrative positions, a stipend accompanies the position (see Section 326).  Such stipends are in addition to the regular salary.

II.
STARTING SALARY LEVELS

Starting rank and step for new academic appointees in the CE Advisor, Academic Coordinator, and Academic Administrator series are determined primarily upon academic training, including degrees earned, and on years of work experience directly applicable to the position to be filled.

Starting rank and step for a new academic appointee with no work experience directly applicable to the position to be filled will generally be as listed below for the highest applicable degree.  These ranks and steps refer to the Advisor scale.  Equivalent salaries should be used for Academic Coordinators:

	Degree
	Normal Rank & Step of Appointment

	Master’s Degree

Ph.D.
	Assistant I

Assistant III


No credit is given for experience gained prior to receiving a master's degree.  However, credit may be given in cases where the candidate has performed the same duties as those of the position under recruitment.  In these cases, years of experience will be calculated at 50 percent of years worked.

Exceptions will be made only in cases where documented recruitment and/or market difficulties exist.  No starting salary will be at a higher level than the highest level advertised in the PVA (excluding stipend).

APPENDIX F

PROMOTING YOURSELF

As you go through your ANR career, you should always look forward to your next advancement.  Make sure that you are familiar with the criteria for advancement and devote significant attention to those accomplishments that carry the most weight in an evaluation process.  Do not be hesitant to apply for advancement if you feel you have accomplished the expected requirement in less time than is expected for those accomplishments.

During your first year of employment, review the criteria for promotion with your Regional Director and examine the Academic Policy Manual section on promotion.  A key to successful career advancement is having an accurate position description and gearing your program of work to your position description.

Keep a file noting all of your personal development activities and professional accomplishments.  Keeping accurate records on a regular basis will help you prepare a detailed performance review dossier.  Keep a copy of all major program materials such as awards, honorariums, extramural funding, class materials, handouts, fliers, evaluation results, significant letters from other professionals and clientele regarding your leadership activities, and any articles published in a scholarly or industry journal, chapters in a book, magazine articles, or other contributions to lay publications.  Refereed publications and grants carry the most weight in promotion.  Your file will be useful for annual reports and performance counseling.  Begin today and you will develop a personal and valuable tool for the future.

Information about academic personnel policies and procedures for CE Advisors can be found at:

http://ucanr.org/internal/Pbi.shtml.

APPENDIX G

MANAGEMENT ASSESSMENT FORMAT

1.
What was accomplished in the past year?

Accomplishments can be both quantitative and qualitative; of large and small magnitude; internal or external to the organization, etc.  Accomplishments need to be tied to their resulting value to the organization and clientele.

2.
What led to its being accomplished?

Individual strengths should be tied to accomplishments such as abilities in planning, mob knowledge, work capacity, problem-solving ability, creativity, Affirmative Action efforts, etc.

3.
What, if anything, did not happen that should have?

What misunderstanding occurred; what areas of uncertainty exist; what new developments occurred to change plans?  What happened that should not have?  What led to the above difficulties?

4.
What is to be accomplished during the next 12 months?

A tentative list of goals should be made and priorities assigned.

5.
What barriers or obstacles stand in the way?

What changes need to be introduced?  These may be organizational, personal, related to resources, cooperation (or, lack of it), support, etc.

APPENDIX H

County Director In- Depth Evaluation by Advisor


Name of County Director


UCCE County

DIRECTIONS:  Indicate your ranking of the County Director being evaluated by checking the box that most closely reflects the County Director’s performance on that particular item.

All of the below will be measured on a 1 - 5 scale:

Less strong = “1”…Strongest = “5”









NA = Not Applicable

If you mark “1” or “2,” please provide written comments to allow for constructive improvement.

	LEADERSHIP AND ADMINISTRATIVE POLICY
	1
	2
	3
	4
	5
	NA

	Makes staff aware of and explains UC and County policies
	
	
	
	
	
	

	Administers policies with consistency
	
	
	
	
	
	

	Effectively motivates others
	
	
	
	
	
	

	Encourages staff to explore new and innovative approaches and ideas
	
	
	
	
	
	

	Develops and maintains team work among academic as well as county staff
	
	
	
	
	
	

	Provides effective and timely feedback to staff
	
	
	
	
	
	

	Provides mentorship as needed
	
	
	
	
	
	

	Completes staff performance reviews in a timely manner
	
	
	
	
	
	

	Effectively manages and assesses merits and promotions
	
	
	
	
	
	

	Provides support to staff within resource constraints
	
	
	
	
	
	

	Maintains familiarity with and supports advisor programs
	
	
	
	
	
	

	Takes disciplinary actions as appropriate
	
	
	
	
	
	

	Maintains required County and UC records, reports, etc., and submits in a timely and professional manner
	
	
	
	
	
	


COMMENTS:
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	BUDGET ADMINISTRATION
	1
	2
	3
	4
	5
	NA

	Effectively secures resources
	
	
	
	
	
	

	Effectively manages and equitably allocates resources
	
	
	
	
	
	

	Monitors use of resources
	
	
	
	
	
	

	Maintains effective working relationships with Board of Supervisors, County Administrative Officer, & other support groups
	
	
	
	
	
	


COMMENTS:



























































































	PROGRAMS
	1
	2
	3
	4
	5
	NA

	Recognizes clientele needs and impacts of current and potential CE programs
	
	
	
	
	
	

	Solicits and effectively uses clientele input
	
	
	
	
	
	

	Recognizes limitations on what CE can do, and plans accordingly
	
	
	
	
	
	

	Makes effective use of staff expertise
	
	
	
	
	
	

	Assures that information on opportunities, e.g., grants, in-service education, is available to staff
	
	
	
	
	
	


COMMENTS:
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	INTERACTIONS WITH CLIENTELE AND STAFF
	1
	2
	3
	4
	5
	NA

	Shows concern for people as individuals and sees that staff does as well
	
	
	
	
	
	

	Is accessible to clientele groups
	
	
	
	
	
	

	Keeps commitments to clientele and staff accordingly
	
	
	
	
	
	

	Is an effective listener and communicator with Advisor
	
	
	
	
	
	

	Represents a positive image of the UCCE to the community
	
	
	
	
	
	

	Cultivates political and industry support for DANR
	
	
	
	
	
	

	Solicits community support
	
	
	
	
	
	

	Helps build staff confidence
	
	
	
	
	
	

	Takes responsibility for his/her own actions and decisions
	
	
	
	
	
	


COMMENTS:



























































































	PROFESSIONALISM
	1
	2
	3
	4
	5
	NA

	Keeps current in subject matter area
	
	
	
	
	
	

	Participates in professional societies and associations
	
	
	
	
	
	

	Maintains an effective educational and research program, if applicable
	
	
	
	
	
	

	Professional performance sets a high standard of excellence
	
	
	
	
	
	

	Provides a positive image to staff and clientele
	
	
	
	
	
	


COMMENTS:
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	AFFIRMATIVE ACTION
	1
	2
	3
	4
	5
	NA

	Is supportive and understanding of AA goals in staffing and programs
	
	
	
	
	
	

	Is sensitive to issues of diversity
	
	
	
	
	
	

	Evaluates and provides constructive and timely feedback to staff for AA efforts
	
	
	
	
	
	

	Applies policies and procedures uniformly with advisors
	
	
	
	
	
	

	Provides training opportunities to enhance AA efforts
	
	
	
	
	
	


COMMENTS:



























































































OVERALL RATING

In an overall rating, I would rank this County Director:

	Unsatisfactory
	Needs Improvement
	Satisfactory
	More than Satisfactory
	Outstanding

	
	
	
	
	


COMMENTS:
















































































NAME (optional)
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