	[image: image1.png]



	
	
[image: image2.wmf]



AN ORIENTATION REFERENCE GUIDE FOR NEW COUNTY COOPERATIVE EXTENSION ADVISOR

CENTRAL VALLEY REGION

Revised December 2006
In accordance with applicable state and federal laws and University policy, the University of California does not discriminate in any of its policies, procedures, or practices on the basis of race, religion, color, national origin, sex, marital status, sexual orientation, age, veteran status, medical condition, or handicap.  Inquiries regarding this policy may be addressed to the Affirmative Action Director, University of California, Agriculture and Natural Resources, 1111 Franklin Street, 6th Floor, Oakland, CA  94612-5200, 510-987-0096

An Orientation Reference Guide
For New County Cooperative Extension Advisors

Central Valley Region
TABLE OF CONTENTS

	INTRODUCTION
	

	   Message from Regional Director
	1

	   Welcome
	2

	   Orientation Process and Procedure
	3

	   History
	4

	   How We Are Funded
	4

	   Land Grant Philosophy
	5

	   Our Vision
	5

	   Our Core Values
	5

	   Program Planning Advisory Committee (PPACs)
	6

	   Steps in Program Planning Cycle
	7

	   Reporting
	7

	   Regional Office
	8

	   County Office
	8

	   Regional Map
	9

	   UCCE County* Structure
	10

	   Orientation Expectations and Agreement
	11

	GETTING STARTED
	

	   Where Do I Begin?
	12

	   Your Responsibilities
	12

	   Help Is on the Way
	12

	        County Board of Supervisors
	12

	        County Director
	13

	        Faculty
	13

	        Mentor
	13

	        Office Manager
	13

	        Agriculture and Natural Resources (ANR) Communicator
	13

	   Regional Office Staff
	14

	   ANR Program Leaders
	16

	   Helpful Tips for Managing Clocks and Calendars
	17

	   Eliminating Time Wasters
	17

	   Drop-in Visitors
	17

	   Making Meetings Work
	18

	   Crisis Situation
	18

	   Utilize Delegation
	18

	   Avoid Over Commitment
	18

	   Clear Cluttered Desk
	18

	   Be Decisive
	18

	   Recognize Routine and Trivia
	19

	   Take Time Out
	19

	   Office Management
	20

	   Handling Correspondence
	20

	   Discussion
	21

	   Extension Federal Mailing Funds
	21

	
	


An Orientation Reference Guide
For New County Cooperative Extension Advisors

Central Valley Region
TABLE OF CONTENTS

	CHECKLISTS
	

	   Office Procedures
	22

	   Your Role
	23

	   Extension Methods and Research
	26

	   Your County
	28

	   The Organization
	29

	   Program Development
	31

	   Marketing and Public Relations
	33

	   Volunteer Management
	35

	   Professional Development
	36

	   Evaluation
	37

	YOUR JOB
	

	   Developing a Position Description
	38

	   Professionalism
	39

	   Personal Time
	39

	   Networking
	39

	   Teamwork
	40

	   Workgroups
	40

	PREVENTING IDENTITY THEFT
	

	   Letter from ANR Vice President
	41

	AFFIRMATIVE ACTION
	

	   Essential Terms
	43

	        Affirmative Action
	43

	         Affirmative Action Complaints
	43

	        Affirmative Action Files
	43

	        Affirmative Action Questions
	43

	   Clientele
	43

	        Potential Clientele
	43

	        Actual Clientele
	43

	        Targeted Clientele
	44

	        Under-represented Clientele
	44

	   Compliance
	44

	   Parity
	44

	   All Reasonable Efforts
	44

	   Discrimination
	44

	   Public Notification
	44

	   Non-discrimination Poster
	44

	   Non-discrimination Statement
	45

	   Wheelchair Logo
	45

	   Reasonable Accommodation
	45

	   Affirmative Action Program Responsibilities
	45

	   Understand Diversity
	45

	   Define Program Clientele
	46

	   Farm Advisors
	47

	   Nutrition, Family and Consumer Science (NFCS) Advisors
	47

	   Expanded Food Nutrition Education Program (EFNEP)
	47

	   4-H Youth Development Advisors
	47


An Orientation Reference Guide
For New County Cooperative Extension Advisors

Central Valley Region
TABLE OF CONTENTS

	   Make Positive Effort to Extend Knowledge Base to Protected Classes
	48

	   Document and Assess Program Participation
	48

	       Goals of Documentation and Program Assessment
	48

	        How to Document
	49

	        How to Assess
	49

	   Program Complaint Procedures
	50

	   Employee Complaint Procedures
	51

	SUMMARY OF MAJOR CIVIL RIGHTS DOCUMENTS & PROTECTED CLASSES
	52

	PERFORMANCE EVALUATION
	53

	PROFESSIONAL DEVELOPMENT
	

	   In-service Education
	54

	   Sabbatical Leave
	54

	UCCE REGIONAL PROCEDURES GUIDE
	

	UCCE FINANCIAL ACTIVITIES
	

	   Contracts and Grants
	56

	   Principal Investigators (PI)
	56

	   UC Gifts
	57

	   UC Ledger Review
	58

	   Business Cards
	59

	   Cash Collections
	59

	   Direct Charges and Reimbursements
	59

	   Entertainment
	60

	   Honorarium
	60

	   Memberships
	61

	   Purchases and Invoices
	61

	   Travel
	63

	   Foreign Travel
	64

	   UCD Corporate VISA Card Program
	65

	   Casual Farm Labor
	65

	ANR PERSONNEL
	

	UCCE PERSONNEL ACTIVITIES
	

	   UC Benefits
	67

	   UC Recruitment and Hiring of Staff Employees
	67

	   Personnel Management—Staff Career Positions
	68

	        Probationary Period
	68

	        Merit Appraisals
	69

	        Reclassification
	69

	   UC Staff Payroll—Time and Leave Reporting
	70

	   UC Layoff and Reduction in Time for Staff Career Positions
	70

	   UC Separation of Staff Employees
	71

	   UC Injury/Illness Reporting Workers’ Compensation
	71

	APPENDICES
	

	   Appendix A:  Acronyms
	73

	   Appendix B:  Meeting Registration Form
	75

	   Appendix C:  Administrative Handbook, Salary and Salary Increases
	76

	  Appendix D:  Promoting Yourself
	80

	   Appendix E:  Merits, Promotions, Accelerations
	81

	
	


INTRODUCTION
This reference guide has been compiled to help you get started on your new career.  It is intended to give you an introduction to the University of California Cooperative Extension and your Advisor position.  It will give you background material, and may give you ideas for questions you need to ask.

The following resource reference provides a basic introduction to the essential elements of an Advisors job.  The reference is made up of more than checklists and paper—most importantly, it is a guide to developing a successful Cooperative Extension career.
The checklist contained in the manual will provide a format for a timely and reasonable orientation to Cooperative Extension (CE) and the county systems for new Advisors.  The process will be defined by the County Director, who is your supervisor, as you sit down and go through this orientation outline together.  Priorities, timelines, and resource people to contact will be specified.

This resource purposely avoids listing specific names of key contacts as part of this document, since lists tend to become outdated rather quickly.  Those names will be provided through the orientation process as you meet and talk with your County Director and your mentor(s), who will be assigned or recommended by the County Director to assist you.  The only exceptions are the names listed for the Regional Office Support Staff.
Linda M. Manton, Regional Director

UC-ANR Central Valley Region

With great appreciation to the following reviewers:

UC Central Valley Region

Sandi Gumber-Bach

Cherie McDougald

Kathy Montanez

UC County Directors

Ellie Rilla

Jim Sullins
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ORIENTATION REFERENCE GUIDE FOR
NEW COUNTY COOPERATIVE EXTENSION ADVISORS
AGRICULTURE AND NATURAL RESOURCES
Welcome to the UNIVERSITY OF CALIFORNIA DIVISION OF AGRICULTURE AND NATURAL RESOURCES!

You have joined a unique and important family within the University of California system.

Our roots are deeply embedded in the rich history of our past, reaching back to Lincoln’s words “on behalf of the people” and the Morrill Act of 1862, the Hatch Act of 1887, and the Smith Lever Act of 1914.  These pieces of national legislation are the foundation for our nation’s land grant university system, which includes the University of California (UC) and the Division of Agriculture and Natural Resources (ANR).

ANR is based on the Berkeley, Davis, and Riverside campuses, and in more than 50 county and regional offices throughout the state.  It includes the Agricultural Experiment Stations (AES) with more than 750 academic researchers housed in over 50 diverse departments.

University of California Cooperative Extension (UCCE) was established to “aid in diffusing…useful and practical information,” from the University to the public, and remains a core ANR component.

AES and CE are further supported and supplemented by 20 statewide special programs and projects, research and extension centers, and research information centers.

The following sections are designed to orient you as a new Advisor to the UC ANR organization.
ANR is part of the land-grant university family in California, and has played a major role in shaping the reputation of the University of California as one of the finest educational and research institutions in the world.  ANR programs are delivered through two principal organizational units:  the Agricultural Experiment Station and Cooperative Extension.  To help you better understand the organization, this section introduces you to ANR’s mission, vision, goals, principles, history, philosophy, and reporting system.  For more information, you may also want to check the following websites:

1. http://ucanr.org/what.html  (What is ANR?)

2. http://ucanr.org/aes.shtl  (AES)

3. http://ucanr.org/ucce.shtl  (UCCE)
The mission of the University of California Agriculture and Natural Resources is to serve California through the creation, development, and application of knowledge in agricultural and natural and human resources.
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Introduction to the Orientation Process

As an UC Cooperative Extension employee, you are entering a profession that provides non-formal educational programs of interest to all people.  The purposes of these programs are to improve the quality of life and economic well being of the people in your county, region, or state.  Extension academics have helped people interpret and apply the results of research in Agriculture, Natural Resources, 4-H Youth Development, Nutrition, Family and Consumer Sciences, and Community Development since the Extension Service was established in 1914.

This orientation guide outlines learning experiences that will help you get acquainted with your job, the people, and the organization.  By completing this orientation guide, you will be able to understand how successful educational programs are planned, realize the value of partnerships within your county, and the importance of how to measure the impacts of your educational and research programs.

Again, welcome to the UC-ANR Family.

Orientation Procedure

Because you will need assistance and advice in understanding the responsibilities of your new job, your orientation will be a cooperative effort between your County Director and you.  You will need help locating references and finding resource persons.  You will also need time for discussion with all the members of your staff.
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History

ANR has its roots in the era of Abraham Lincoln, for it was in 1862 that President Lincoln signed the Morrill Act authorizing federal funds for the development of agricultural “land grant” colleges in each state.

In 1869, the University of California, Berkeley, opened its doors to teach “agriculture, mining, and the mechanical arts.”  The next boost for agriculture in California came in 1887 when congress passed the Hatch Act establishing “experiment stations” and federal funding for agricultural research in the land grant colleges.

The land grant colleges eventually began to realize that new mechanisms were needed to extend their research results to farmers.  In 1913, a new Division of Agricultural Extension, headed by Professor W.T. Clarke, was established in the School of Agriculture at UC Berkeley.  Andrew Hansen Christiansen became the first Extension farm advisor.  He was placed in Humboldt County as a result of a cooperative agreement among the University, the Humboldt County Board of Supervisors, the Ferndale Dairymen’s Association, and the county Chamber of Commerce.  B.H. Crocheron, a young Cornell University graduate and director of an agricultural high school in Maryland, was recruited to lead Agricultural Extension in California.  He held that position for the next 35 years.

The Agricultural Extension system was formalized in 1914 when congress passed the Smith-Lever Act, making federal funds available for extension work.  Since then, the Agricultural Experiment Station and Cooperative Extension (formerly Agricultural Extension) have evolved to include the myriad programs that serve farmers, youth, consumers, and other segments of the public today.  Administratively, the two units were merged in 1975 to form the Division of Agricultural and Natural Resources. 

For more information on ANR’s history, see “Science and Service:  A History of the Land-Grant University and Agriculture in California” by Ann Foley Scheuring, 1995.  (ISBN 1-879906-17-1)  To order this book, write to:  ANR Publications, University of California, 6701 San Pablo Avenue, Oakland, California  94608-5470.

How We Are Funded

ANR receives public and private funding.  About half of the funds come from state government, one-fourth from the federal government, and one-fourth from county government and the private sector.
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Land Grant Philosophy

The land grant philosophy embodies the concept of service to society by providing broad access to the benefits of higher education, irrespective of wealth or social status.  It emphasizes the development of “knowledge for use” by addressing the practical problems and needs of society through objective research and non-formal education of youth and adults, as well as classroom education.  Inherent in this philosophy is the ability to change research and educational programs as the problems and needs of society change.  The goal is to improve the quality of life for the American people.

Our Vision  (http://ANR.ucop.edu/strategic/challenge/change7n8.htm)
We share a vision of what we want to become and contribute as an organization.  In keeping with our mission and consistent with our core values, we are the link between abstract knowledge and the pragmatic world.  On one hand, we generate new knowledge, while on the other hand we reach out to help people use that knowledge to solve everyday problems in the realms of agricultural and human and natural resources. 

We actively involve the public in our programs, bringing a global perspective to bear on local issues.  Integrating research, education, and extension, we transform ideas into solutions.

Working with our partners within and outside of the university, we connect the people of California with research-based information that can help them improve their quality of life, and enhance the environment for all.

Our Core Values

We are committed to the following values that guide action and decisions at all levels of the organization:

· The highest standards of ethical behavior, honesty and integrity, with the recognition that the trust and confidence of the public is absolutely essential to our success.

· Academic excellence and maintaining credibility as an objective source of knowledge.

· Scientifically valid research as a foundation for anticipating problems and developing practical solutions.

· Responsiveness to state and local needs in California, and consideration of the global context that shapes these needs.

· Diversity within our organization, equal access to knowledge by all people, and equal opportunity for self-reliance through education.

· Collaboration, teamwork, and mutual respect among ourselves, in partnership with other organizations, and in interaction with our clientele.  Academic freedom, with the recognition that individual freedom goes hand in hand with a high standard of professional responsibility and personal and organizational accountability.
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Program Planning Advisory Committees (PPACs)

(http://ucanr.org/internal/miscshow.cfm?unit=5103&misctype=Program_Pl)

Fifteen individuals serve on each of three subject area committees--Agricultural Resources, Human Resources, and Natural Resources--that are charged with recommending Division-wide program priorities within their respective subject (discipline) areas.  The 45 Division members are representative of the diversity of UC ANR disciplines and program areas, from all affiliated campuses and from county offices throughout the state.

The specific charge of the PPACs is to:

· Identify and distinguish between:  a) "critical issues"--issues that are important for ANR to address, and b) "target issues"--critical issues that need additional ANR resources in order to address them more effectively.  Identify intended outcomes for critical issues.

· Prioritize target issues within agricultural, human and natural resource program areas.

· Consider ANR’s past success in addressing previously identified issues--i.e., review "program evaluation" data when determining critical issues and intended outcomes for the future.  PPAC members consult with their colleagues and external stakeholders in developing their recommendations.

Steps in the Program Planning Cycle:  (Cycle repeats every 3 years, except for the first iteration, which will require only 2 years, because of the limited amount of program evaluation data available for review.)

1. PPACs conduct a comprehensive needs assessment ("environmental scan"), with input from all stakeholder groups, to identify potential issues and outcomes for ANR programs.  PPACs also analyze program evaluation data from workgroups and other sources to assess achievement of previously identified intended outcomes.  Considering both environmental scan data and program evaluation findings, PPACs identify current "critical issues" for ANR--issues important for ANR to address--and intended outcomes for these issues.

2. 
PPACs identify gaps between current levels of resources committed to each of the critical issues and levels needed to achieve intended outcomes.  For each of the three ANR program areas (agriculture, human, and natural resources) PPACs recommend a prioritized list of "target issues"--critical issues where additional ANR resources are most needed.
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3. 
Program Council receives recommended critical issues and target issues from the PPACs and refines/expands, as needed.  Program Council prioritizes target issues across the three program areas.

4. 
Vice President receives recommended critical issues list and target issues as prioritized by the Program Council and refines/expands, as needed.  Vice President disseminates:

a) ANR Critical Issues and Intended Outcomes, to serve as comprehensive statement of current ANR program priorities and goals; and

b) ANR Target Issues, to serve as the foundation for resource allocation decisions for the forthcoming three years.

Reporting

DANRIS-X, is the statewide programmatic 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.  There are three components in DANRIS-X:  Annual Plan, Annual Report, and CASA.  For more information, see the following website:

http://ucanr.org/internal/miscshow.cfm?unit=5103&misctype=DANR_infor
The system reports contacts and audience demographics is currently called Contacts and Self-Assessment, or 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://ucce.ucdavis.edu/files/filelibrary/5103/29451.pdf
The information contained in ANRIS 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 of your work is positive public relations.
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Regional Office

The Regional Office is the central administrative office for the three respective regions:  the Central Coast and Southern Region, Central Valley Region, and North Coast and Mountain Region.  The staff in the Regional Offices support the county-based staff within the region, and the Regional Director in the areas of:  personnel management including academic and non-academic recruitment, salary increases, and leaves; budget development and planning, contracts and grants administration, purchasing, payroll, and travel reimbursement; and forms processing for the personnel and financial functions.  For a list of Central Valley Regional Office Staff, please see website:  http://cvr.ucdavis.edu, and click on “Staff List.”
County Office

The Cooperative Extension County Office is the off-campus educational arm of the University of California that provides the citizens of the county with information and educational programs.  Major programs are Agriculture and Natural Resources, 4-H Youth Development, Nutrition, Family and Consumer Sciences, and Community Development.  The county office is administered by the County Director and staffed by UCCE Advisors and support staff.  The Advisors design programs, conduct research, adapt and deliver the results and new knowledge to people located in the county.

The following website shows the administrative organization of University of California Division of Agriculture and Natural Resources.  It is expected that you will work closely with your County Director to better understand your relationship within the system and with these administrators.

hhtp://ucanr.org/orgchart.shtml

Page nine (9) is a snapshot of the three Cooperative Extension Regions and the counties within each region.
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*UCCE County Structure
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*Each County Director should work with the new Advisor in developing their UCCE and County organizational chart (such as grant-paid and county-paid staff).
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Orientation Expectations and Agreement

Working with the County Director, the new Advisor will have an understanding of the basic agreements below, which guide the new Advisor to a successful orientation.

Advisor

· I understand that I am responsible for my own growth and development in a learner-focused system.  My learning will be a continuous process throughout my career.

· I will develop and maintain an appropriate relationship with my County Director that will allow an effective orientation to take place.

· I commit to completing this Orientation Resource Guide with my County Director’s guidance.

County Director

· I will provide the time and the environment for the Advisor to grow and develop.1

· I will help lead and manage the Checklists outlined for the Advisor in the Orientation Resource Guide.

· I will maintain confidentiality while offering suggestions and advice during the orientation process.

· I will be committed to this Advisor’s growth and orientation.

Signed:


Advisor








Date


County Director







Date

GETTING STARTED

Where Do I Begin?

The first days on the job are filled with exciting and interesting experiences.  You will have a chance to meet many people associated with the University of California Cooperative Extension (UCCE), each interested in helping you get acquainted with your new role and the community.  At first, you may feel as if you have to interrupt people to ask questions all the time.  Remember, we have all been “new” at some time in our careers.  Take one step at a time.  Talk with other staff members, your Mentors, County and Regional Directors to get their input.  The main thing to keep in mind is that you are not alone!  You are not expected to know everything, or be all things to all people.  Remember your Mentors are there for you, and you should be in periodic contact with them.

Your Responsibilities

The University of California Cooperative Extension Advisor has responsibility for conducting Extension programs in a specified subject area.  The Advisor is expected to develop and implement educational and applied research programs in the area of responsibility for the county/area clientele and to maintain and disseminate current information to county/area clientele.  The Advisor provides current and applicable information to county clientele through consultations, meetings, newsletters, publications, workshops, and other appropriate venues.  The Advisor is also responsible for identifying and assessing the needs and/or problems of the county/area clientele as well as developing and implementing an applied research program relative to area of responsibility.  The Advisor is expected to have collaborative interaction with other Advisors, Specialists, and Faculty.

The Advisor is supervised by and reports to the County Director (CD) and also, where appropriate, the Statewide Program Director.  As the Advisor becomes more experienced, his/her program area responsibilities will broaden.  Leadership and professional competency expectations will increase.

Help is on the Way

The University of California Cooperative Extension is fortunate to have a strong support staff and resources to help you be a successful professional.  One of the first keys to accessing these resources is to ASK for assistance.  Below is a description of resource people who can help you.

· County Board of Supervisors:  The County Board of Supervisors is responsible for the policies and budget of the County.  Each of the five board members represents a district in the County.  These elected officials are not a representative of the University of California, but play a key role in the UCCE County program.  Work with your County Director to learn your role with the County Board of Supervisors and other County Government representatives.
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· County Director:  The County Director is responsible for the total UC Cooperative Extension program in the County.  S/he supervises the development and performance of a county cooperative extension program that will meet the needs of clientele.  The County Director should always be contacted first with problems and questions that the Advisor may have. The County Director is responsible for maintaining an effective staff by providing the leadership, direction, coordination, and motivation necessary to meet clientele needs.  S/he secures budget support to provide resources to carry out and effective program.  The County Director maintains good public relations at the county level, including a working relationship with local governing bodies, public agencies, commodity groups, and other organizations.  S/he assists each staff member in reaching his or her creative and productive potential by encouraging the development of plans for professional growth, based on the individual’s needs and program direction.  The CD evaluates academic staff for performance, merit and promotion advancement, and assists in evaluating the performance of non-academic and support staff with appropriate Advisors/county staff.

· Faculty:  Faculty serves in University of California campus departments generating research, which Advisors access and develop into education programs and then pass on to clientele through Cooperative Extension programs.

· Mentor:  UC Academic members who are appointed by the Regional Director (RD) to assist and guide the program of the new staff member.  Work closely with your County and Regional Director in establishing your mentor(s).  These experienced mentors can “tell it like it is.”  This source of counsel can be of great value in assisting the new Advisor by identifying concerns in that area of responsibility.  Mentors can introduce the new staff member to key leaders in the area, can help him/her get started on a Needs Assessment, can assist in beginning the education programs, can help the new staff member understand his/her Affirmative Action and research responsibilities.

· Office Manager:  County-based Office Managers are responsible to the County Director.  S/he is responsible for bookkeeping and maintaining the county office budget.  The Office Manager maintains the County/University Trust Fund accounting; oversees all functions of the clerical staff—supervises, trains, and evaluates the performance of clerical staff; and maintains county employee personnel records.
· Agriculture and Natural Resources (ANR) Communicator:  The ANR Communicator (Public Information Representative) is a link between ANR Division management, staff, and the news media.  They initiate activities and special events to heighten public awareness of ANR services, report statewide activities of local interest, and support other general UC Public Affairs activities.  They develop and handle writing news releases, articles, etc.  They maintain close contact with Program Managers to communicate/publicize Cooperative Extension and research activities.  They serve as a liaison point for County Directors and Advisors in the media.  As time permits, they are involved in training other staff in writing and media relations.  The ANR Office of Government Relations can assist you in identifying the ANR Communicator.
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REGIONAL OFFICE STAFF:

Regional Director:  Linda Marie Manton

The Central Valley Regional Director is responsible for the administration of Cooperative Extension in the 17 counties and for certain delegated authorities.  The Regional Director works closely with the 17 County Directors in carrying out specific goals and programs, and functions on numerous statewide committees.  This individual works closely with ANR Administration, Campus Deans, Program Leaders, Department Chairs, and industry to initiate and develop programs that extend University programs into the Central Valley Region and, in turn, identifies programs and issues that need research and education attention.

Chief Administrative Officer:  Cherie McDougald

· Regional budget management, including Regional Director allocations

· Administrative support to Regional Director (issues/projects)

· UC and ANR financial, personnel, and administrative policy/procedure interpretation

· County Director Support

· Oversight of Regional Office financial services, personnel services, and administrative services units

· Internal Controls

· Liaison with ANR Vice President’s Office units

· UC checking accounts oversight

· Federal Mailing Funds

Assistant to the Regional Director:  Sandi Gumber-Bach

· Regional Director’s administrative support; calendar/meetings

· Academic merit, promotion, and definite term review process; sabbatical and other leaves

· Regional Office Web-site

Personnel Specialist—Supervisor:  Cindy Inouye

· Academic personnel; academic recruitments and search committee coordination; new Advisor hires/appointments; UC ANR Academic Personnel Policy interpretation

· Staff personnel (all bargaining units); career and limited term policy implementation; merits/other salary increases; Staff Personnel Policy interpretations (PPS, RX, TX, CX, SX)

· Personnel reports/analyses

· Affirmative Action

GETTING STARTED

Personnel Assistant:  Cathy Edwards

· Staff personnel; career and limited term recruitment and hiring processes; classification of positions; hiring/separation transactions; requests for reclassification of positions

· Academic and Career Staff Personnel forms

· Academic monthly leave records and leave balances

· UC Benefits

Personnel Assistant:  Joyce Hatanaka

· Staff personnel; changes in appointments (extension letters); staff employee time records; layoff/reduction in time actions for career employees; staff personnel forms

· Injury/illness reports (academic and staff)

· Employment verification (academic and staff)

Payroll Assistant (50% time):  Diane Chadwick

· Payroll questions (academic and staff)

· Staff employee leave balances

· Catastrophic leave

Financial Specialist—Supervisor:  Kathy Montanez

· UC/ANR financial policies and internal controls

· Contracts and grants management, cost share reporting, sponsor interaction

· Cost transfers

· Payroll cost reports and analysis

· Intercampus financial activity

· UC checking account policies

· Fiscal year-end closing

Financial Assistant:  Kennieth Nasalroad

· Purchasing procedures, vendor agreements, assistance with obtaining quotes

· UCD Corporate VISA card, CTS travel arrangement

· Out-of-state/Foreign travel procedures, foreign per diem and exchange rates, travel voucher preparation

· UC checking account reconciliation procedures

· UC equipment inventory

· Gift acceptance procedures

· Account ledger entry questions

· Cash collection procedures
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Financial Assistant:  Lorraine Holm

· In-state travel; travel voucher preparation

· Purchase Requisition/Order preparation, order status, vendor payment (greater that $2,500)

· Entertainment expense processing procedures and payment status

· Out-of-pocket expense reimbursement procedures/payment status

· UC cell phone procedures

· UCCE business card orders

· UCCE logo ware

· Low-value invoice processing procedures and payment status (less than $2,500)

· Cell phone payment status

· Federal Express payment status

ANR Program Leaders

There are four UC ANR Program Leaders:  one in each area of Agriculture Resources, Human Resources, Natural Resources, and Agricultural Policy and Pest Management.  They have the primary responsibility for providing statewide programmatic coordination in an assigned area to ensure a statewide perspective on program planning.

Program Leaders will provide leadership in developing statewide staffing plan recommendations and have oversight of their area workgroups.
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Helpful Tips for Managing Clocks and Calendars*

Almost everyone at some point feels like they have not enough time to do the things they would like to do.  Effective time management involves specific, learned skills which, when practiced over time, results in improved time management.

Below are some suggestions for helping you have better control of your time.  This is just a start.  Take the initiative to read a few of the many time management books on the market or enroll in a one-day seminar.  You are bound to learn some skills which will be invaluable for years to come.

Eliminating Time Wasters.  To help eliminate Time Wasters, here are some steps to take:

· Set Objectives and Priorities
1. Identify your most productive hour and maximize on that hour.  Set it aside for your “A” priorities.  Use it wisely.  For most people the first hour of the day is their most productive.

2. Distinguish between important and merely urgent.  Always do the important tasks first.

3. Set one major objective for each day.  Write it down and achieve it.

4. Take a few minutes for planning each day.

5. Use a calendar.

6. Develop a priority list.

· Control the Telephone
1. Develop a plan for screening and delegating telephone calls.

2. Be more aware of the socializing you may do on the telephone.

3. Plan your calls.  Organize yourself before you begin to make calls.

4. Group out-going calls for more efficiency.

5. Instead of being irritated when the telephone rings, remind yourself that it is important to your job…you will then be less frustrated.

Drop-in Visitors

· Realize that interruptions are part of the job and keep a positive attitude toward them.

· Close your door for quiet time occasionally.
· Allow time for interruptions and unscheduled events.

· If you have problems with visitors, you may want to meet them in the lobby or stand to
conduct business.  Visits will not last as long.
*The following information has been adapted from “Managing Clocks and Calendars,” University of Minnesota Cooperative Extension, 1991

GETTING STARTED
Making Meetings Work

· Always use an agenda and stick to it.  Adjourn the meeting on time.

· When possible, make decisions without meetings.  Never use a committee if it can be handled individually.  Use the telephone or e-mail

· Delegate a chairperson for meetings.

· If holding a meeting, be sure the right people are there and it is the right place and time.

Crisis Situation

· Try to anticipate a potential crisis.  We create many ourselves since we fail to plan or anticipate.

· Set deadlines for yourself and others.  Live up to them.

· Remember Murphy’s Law:

1. Nothing is as simple as it seems.

2. Everything takes longer than you think it will.

3. If anything can go wrong, it probably will.

Utilize Delegation

· Do not do it all yourself.

· Be clear in your communication about what you expect the other person(s) to do.

· Do not delegate what should be eliminated

Avoid Over Commitment

· Plan to avoid too many things happening at the same time.

· Learn to say “no” and be more assertive.

· Offer alternatives

· Plan time on your calendar for yourself.

Clear Cluttered Desk

· Clutter tends to expand to fill the space available.

· Keep papers moving so it does not settle.

· Devise a system to deal only once with items coming across your desk.

· Learn to use the wastebasket or recycling box.

Be Decisive

· Do not waste time regretting your failures

· Make important decisions in your prime time

· Indecision is a form of procrastination; act with boldness

GETTING STARTED

Recognize Routine and Trivia

· Eliminate or delegate where possible.

· Emphasize results not activities

· Ask yourself, “How do trivial tasks add to your effectiveness?”

Take Time Out

· Take a “think” break instead of a coffee break.

· Carry note cards.  Write down your ideas.

· Identify your prime time.

· Think about ways to improve your job results.

· Analyze your time to discover what to do, when, and why.  Then improve it!!

· Eliminate one time waster from your life each week.

GETTING STARTED

Office Management

Learning effective office management techniques will probably be as important to your job as learning program planning skills.  Depending upon your previous work experience, you may have already developed good office management practices.  If you have not had the opportunity in your career to work as an office team member, the following questions and exercises may be valuable to you.  Many people in your career will contribute to your success as an Advisor.  Seek the input of your co-workers, County Director, Regional Director, and Office Manager as you work through these sample scenarios.  One of the most important team members in office management is your office secretary.  Ask him/her what you can do to help develop and effective team relationship.

In discussion with your immediate supervisor, you need to identify who:

1. Opens your mail:










2. Takes your telephone messages:








3. Files your materials:










4. Schedules your time:










5. Does your typing:










6. Handles your accounting:









7. Purchases supplies, equipment, places orders for resources:





8. Handles travel:










Handling Correspondence

You have options how to mail correspondence.  How would you send:

· A letter to clientele?

· 500 copies of a newsletter to your mailing list?

· A memo to an Advisor in your office/

· A letter to the president of your professional society?

GETTING STARTED
Discussion

What would you do in the following situations?

1. You are ready to sign a long letter and you discover a typographical error.  It is a letter which really needs to be sent today and there is less than five minutes until office closing time.  What should you do?

2. You discover, by chance, that you are not getting your telephone messages.  What should you do?

3. You think that with some different office space arrangement and additional forms for written communications, the office staff could be more efficient and effective.  What should you do?

4. It seems that no matter how far ahead of the due date you give work to the secretary, the work is seldom accomplished on time.  What should you do?

5. You have advertised a program to be held in a room in your office building.  On the day of the meeting, you realize that you forgot to schedule the room and someone else is using it.  What will you do?

6. Would your action be different if in the above scenario the program was advertised to be held at a site other than your office building?

Extension Federal Mailing Funds

Federal Mailing Funds is a special mailing agreement between USDA and UCCE.  It is available to Extension academics.  Your County Director and Office Manager can provide you further information on these mailing dollars.

The following are common misuses of the Federal Mailing Funds privilege:

1. Unauthorized people such as secretaries and 4-H leaders sending mail under their signature.

2. Quoting commercial prices in newsletters.

3. Mailing commercial information.

4. Advertising non-Cooperative Extension meetings in your newsletters, letters, or flyers.

CHECKLISTS

Office Procedures

KNOW YOUR OFFICE PROCEDURES.

Resource people who can assist are
Your County Director, your co-workers, your Office Manager, and your Secretary.

Time Frame

During the first two weeks on the job, check them off in the order of immediate need or opportunity.

· Daily Routine
_____  On the first day of the job, locate your office and your office files

_____  Keys and information about the building and custodians

_____  Office hours

_____  Breaks, lunch arrangements, etc.

_____  Parking arrangements

_____  Building security or lock-up

_____  Telephone procedures and etiquette

_____  Handling incoming and outgoing mail

· Office Procedures
_____  Staff meetings, office conferences (dates, times, locations)

_____  Bulk mail requirements/other mail

_____  Secretarial responsibilities and procedures (typing priorities, preparing letters,

filing, newsletters, signing letters, completion of expense vouchers, etc.)

_____  Discuss how to work with the secretary and what can be expected of him/her

_____  Interoffice communication (routing mail, work slips, keeping office informed

about schedules, etc.)

_____  Discuss expenditures/reimbursements covered by expense accounts, corporate

credit/phone cards, tax identification number, program development funds, etc.

_____  Discuss county budget, record keeping, etc.

_____  Pay check procedure

_____  Use of county vehicles or mileage reimbursement
_____  How to handle emergencies such as accidents, flat tires, etc.
_____  Office equipment and special procedures:

_____  Learn how to operate office equipment

_____  Learn how to reserve and operated audio-visual equipment

_____  Learn about distribution or circulation of general mail, etc.

_____  Other procedures unique to your office

_____  Scheduling meeting rooms

_____  Staff list

_____  Regular newsletter(s)
_____  Filing system
CHECKLISTS

· Review these items in the office:

_____  Filing system

_____  Lists of important program area contacts

_____  Cooperative Extension (CE) Administrative Handbook (Located on the Web)

_____  Listings of materials available through the University Media and ANR

Affirmative Action offices

_____  Computer hardware and software available

_____  UC Injury and Illness Prevention Program

_____  Safety and evacuation procedure

· Special Procedures
_____  Sick Leave

_____  Vacation Leave

_____  University and County Holidays

_____  Family Medical Leave

_____  Maternity and Paternity Leaves

_____  In-service training days and funding

_____  Purchasing supplies

_____  Purchasing of equipment and theft-sensitive equipment

_____  Managing program funds

_____  Working with UC ANR and with other UC Faculty/Specialists

_____  Procedures for obtaining technical assistance and educational resources

Your Role

KNOW YOUR ROLE, SPECIFIC DUTIES, AND RESPONSIBILITIES.

Resource people who can assist you are

Your County Director, Your Mentor(s), Program Leader(s), Workgroup Chair(s), and other Advisors.

Time Frame

There will be a general job description available when you begin.  Your specific job description will evolve over your first year of employment in consultations with your County Director, Regional Director, and other Advisors in your specialty.

_____  If available, read the current plans of work (county/region/state) identify those
areas that refer to your job responsibilities.

_____  With your County Director, review job expectation, program responsibilities, and

area of program expertise of each person on the county staff.

_____  With your County Director, develop a specific job description that identifies your

duties, responsibilities, and relationships with other staff members
CHECKLISTS

_____  Understand your role as a Cooperative Extension “educator,” not just

a disseminator of information.

_____  List your major duties and/or responsibilities

_____  List areas of joint responsibility with other staff members

_____  Identify required reporting activities, e.g., CASA, Monthly Leave Reports,

Self-assessments, etc.

_____  Identify lines of accountability and evaluation.

_____  Discuss how you will be evaluated on the duties and responsibilities

identified

_____  With your County Director, review the methods used for performance appraisal

and have a good understanding of what is expected.

_____  With your County Director and Mentors, discuss your community involvement

and professional society involvement.

_____  Spend time with experienced staff members in your county and surrounding

counties and with your Program Leader to become familiar with their programs, methods used, and areas of expertise.

_____  Review the UC ANR calendar with your County Director to determine those

events or activities that involve you.

_____  Discuss professional image (appearance, behavior, attitude, and office relations)

with your County Director and co-workers.

_____  Discuss your role in professional associations/societies with County Directors,

mentors, and co-workers

_____  Familiarize yourself with the professional improvement opportunities, including

Study Leave, Sabbatic Leave, and professional development, etc.

_____  Understand the volunteer management system and your role in its administration

(if applicable).

_____  Discuss as a total staff:  teamwork responsibilities, and interdisciplinary

programming.

_____  Discuss your specialization area with your mentor(s) and appropriate Program
Leader.

_____  Familiarize yourself with the variety of ANR workgroups:

http://ucanr.org/internal/mischofw.cfm?unit=5320&misctype=main_page.
Discuss with the Workgroup Chairperson your role in the workgroup.

_____  Discuss the concept of professional ethics with your County Director and

co-workers.  Review “UC Ethics Briefings.”  ANR Web-address:
http://www.universityof California.edu/compliance/ethics/
_____  Discuss with your County Director and county staff the content, intent, and

application of the Affirmative Action Plan, the Civil Rights Compliance Plan, and the Equal Employment Opportunity Plan.

_____  Discuss with your County Director the importance of confidentiality.

_____  Review with your County Director and/or Office Manager, the UCCE Procedures

Guide available on the Regional website.  http://cvr.ucdavis.edu 

CHECKLISTS

_____  Become familiar with the Core Issue Areas identified by UC ANR:

http://ucce.ucdavis.edu/file/filelibrary/5728/21854.doc  How do you develop programs to impact one or more of these issues?  Familiarize yourself with the ANR Core Issue Grant Proposal process:

http://ucanr.org/internal/mniscshow.cfm?unit=5728&misctype=main_page

_____  Learn to write an issue statement.
_____  Learn to develop Long-range Impact Statements and associated indicators with

your County Director and Regional Director.

_____  Develop skills in identifying and involving clientele assessing needs and

understanding effective uses of community networks.

_____  Develop and use skills to design teaching, learning, and research plans.

_____  Explore issues involved with Affirmative Action

_____  Review the Affirmative Action files in the County office.

_____  Discuss the content, intent, and application of the Affirmative Action Plan,

Self-Assessment Reports, the Civil Rights Compliance Plan, and Equal Employment Opportunity Plans.

CHECKLISTS

Extension Methods and Research

UNDERSTAND METHODS AND APPROACES IN NON-FORMAL EDUCATION AND APPLIED RESEARCH.

Resource persons who can assist you:

Your County Director, other County Staff, Regional Director, Program Leader, and Specialists.

Time Frame

This is a continuous process throughout the career of any staff member.

What is Critical Thinking?

According to Craig A. Hassel, author of Critical Thinking, “It is a way to use one’s mind to better understand the thinking of other people, their ideas and perspectives.  It allows us to think more independently and to better recognize built-in biases of ourselves and others.  Critical thinking helps us to understand the limits of our knowledge and rethink conclusions in the light of new knowledge.  It is a way we can control our thought so that we do not limit ourselves mentally.”

How Are Methods and Research Accomplished?

Some examples are to assist clients in:

· Identifying alternative ways to deal with problems

· Using different problem-solving strategies, and

· Development criteria to judge a possible solution to defined problems.

Discuss the role of the Cooperative Extension Advisor as an educator

Discuss effective methods which can be used in a teaching/learning situation and identify when to use each method.

_____  Open meeting

_____  Lecture

_____  Leader training

_____  Small group discussion

_____  Clinics/seminars

_____  Research results/tours

_____  Non-formal, research-based education

_____  Focus groups
CHECKLISTS

_____  Consultations

_____  Office

_____  Telephone

_____  On site,  at home or farm

_____  Audio, video, or compact disk training tools

_____  Computer assisted learning

_____  Newsletters

_____  Identify teaching/research methods for which you need to develop further
skills.

_____  Identify the essential elements in setting up an effective learning
situation/effective research situation.

_____  Identify educational methods used most effectively in the county.

_____  Learn how to develop a timetable for program delivery:

_____  Secretarial and other staff involvement

_____  Ordering materials

_____  Printing handout materials

_____  Issuing publicity releases

_____  Sending letters to participants/clientele

_____  Planning for evaluation of programs

_____  Discuss best methods in conducting research.

_____  With whom will you coordinate your research project?

_____  Sources of funding:

_____  Donor funds

_____  Grants

_____  Other

_____  Where will the research be conducted?

_____  Research station

_____  Cooperator’s property/home

_____  How will research results be evaluated, results printed, and disseminated?

CHECKLISTS

Your County

KNOW THE CHARACTERISTICS OF YOUR COUNTY AND ITS PEOPLE.

Resource People Who Can Assist You

Your County Director, other staff members, and key leaders in the county.

Time Frame

During the first three months of employment and on a continuing basis thereafter.

Extension programs are based on a thorough analysis of your county situation.  To provide appropriate professional leadership in your program development activities, you must conduct a personal “know the county” campaign.  Learning the basis information about the county provides you with a sound basis for judgment as you assist in shaping county Extension programs.  Ignorance of basic issues, even by the new Advisor, can be viewed as a sign of indifference or a lack of concern.  So, begin your awareness campaign in the first few weeks of your Extension appointment.

What do you need to know?  No one can give you all the answers.  Important county issues vary among the clientele in the program area.  Use the following list as a spring board for your awareness campaign.

_____  Locate the following publications in your office.  They will help you get an

overview of issues in your county.

_____  Plan of Work, if available

_____  Local Chamber of Commerce publications

_____  Documents on county history

_____  Census report

_____  Affirmative Action records and Self-Assessments

_____  4-H Statistical Report (for 4-H Youth Development Advisors)

_____  Latest County Crop Report (for Ag Advisors)

_____  Geographic characteristics

_____  Location of towns, cities, and other landmarks.  (Obtain a copy of the

county map.)

_____  Topography, including special geographic features.

_____  Social characteristics

_____  Ethnic/cultural groupings

_____  School districts

_____  Socio-economic and educational level

_____  Political characteristics

_____  Active community organizations

CHECKLISTS

_____  Economic characteristics

_____  Types, locations, and economic value of various industries

_____  Major sources of employment

_____  Makeup of workforce

_____  Demographics

_____  Population

_____  Other census characteristics

_____  History of county

_____  Tour of the county

_____  Meeting locations

_____  Facilities and services available  (Be sensitive to handicapped clientele

needs.)

_____  Whom to contact

_____  Who has authority to sign:

_____  Certificate of insurance

_____  Hold harmless clause

_____  Meeting room size

_____  Rotation of location sites for programs

The Organization

UNDERSTAND THE ORGANIZATION AND ADMINISTRATION OF ANR/UNIVERSITY OF CALIFORNIA COOPERATIVE EXTENSION

Resource People Who Can Assist You

Your County Director, the Regional Director, the Regional Office Staff, Personnel Services Unit

Time Frame

During the first six months:

_____  Extension Organization

_____  Administrative structure and individual responsibility  (See organization

Charts.)

_____  Organization of the Vice President (VP) of ANR, Associate and Assistant

VPs, Department Chairs, Program Directors, Regional Directors, and Program Leaders

_____  Review the state and county budgeting procedures, the financial structure

of ANR and how it affects your position

_____  Academic Assembly Council

_____  EEOP/PER Counselors  (See Affirmative Action Section)
CHECKLISTS

_____  Resource material common to your particular position or job responsibilities

_____  Background of California Cooperative Extension

_____  History

_____  Land Grant institutions

_____  Relationships with the federal, state, and county governments

_____  Mission of ANR and CE

_____  Review the materials you received on benefits during the hiring process.  Know

who to contact at the University with Employee Benefits questions

_____  Health benefits

_____  Savings plans

_____  Life insurance

_____  Disability/Workers’ Compensation

_____  Retirement program

_____  Vacation and sick leave

_____  Family Medical Leave

_____  Employee ID card

_____  Education benefits

_____  Sabbatical leave/Study leave

_____  In-service education and funding

_____  Academic Assembly Council/Professional society funds

CHECKLISTS

Program Development

UNDERSTAND THE UNIVERSITY OF CALIFORNIA COOPERATIVE EXTENSION’S PROGRAM DEVELOPMENT PROCESS.

Resource People Who Can Assist

Your County Director, other county staff, other Advisors in your program area, and if applicable, Program Leader

Time Frame

During the first two years of employment

_____  Ask your County Director for a copy of any previous Program of Work,

if available.

_____  Identify contributions you can make to the plan or in developing a
plan.

_____  Discuss potential interactive roles with other staff.

_____  Become familiar with and participate on appropriate work groups.

_____  Prior to developing programs:

_____  Identify the program planning roles for each staff person with
whom you will relate.

_____  Needs assessment—Appendix A  (Review with your County
Director.)

_____  Identify clientele (individuals and groups)

_____  How do you establish clientele numbers?

_____  What constitutes a clientele contact?

_____  How to document clientele contacts?

_____  Develop skills in writing personal and program goals

_____  Understand issue-based programming.  What is an issue?  How do we/you

determine which issues we/you should address?

_____  Analyze the meaning and implications of ANR and CE’s mission
in programming

_____  Become familiar with the major issue areas identified by

Cooperative Extension.  How do you develop programs to impact one or more of these issues?

_____  Learn to write an Issue Statement

_____  Learn to develop Long-range Impact Statements and associated

indicators.
_____  With the County Director and Regional Director:

_____  Understand system-wide Programmatic Core Issues in relation to
local to local needs.  (Work closely with work groups.)
CHECKLISTS

_____  Develop skills in identifying and involving citizens, assessing
needs, and understanding effective uses of community networks.

_____  Develop and use skills to design teaching/learning, and research

plans.

_____  Explore issues involved with Affirmative Action

_____  Review the Affirmative Action files in the county office.

_____  Discuss the content, intent, and application of the Affirmative

Action Plan, Self-Assessment Reports, the Civil Rights Compliance Plan, and EEO Plans.

_____  Know the names and locations of the EEO/Personnel Counselors.

CHECKLISTS

Marketing and Public Relations

IDENTIFY AND MEET KEY STATEKHOLDERS AS DETERMINED BY THE JOB, SITUATION, AND PROGRAM PLAN.

Resource People Who Can Assist

Your County Director, other staff members

Time Frame

Priorities for meeting these people will be based on the local situation.

Marketing is an exchange process.  Whatever you offer must meet the needs of the clients.  Your programs are your products.  Programs must meet the needs of clients or your promotional efforts will not be effective.  Marketing requires analyzing and deciding which programs to provide and which public sectors to target for your programs.  Know your market niche.

The role of public relations is to identify, establish, and maintain mutually beneficial relationships between California Cooperative Extension and its various clientele.  Your success will depend on your ability to conduct a strong public relations component to your program.

Listed below are some people you will want to meet.  As you get acquainted with these people, we suggest you start a directory with their names, address, and telephone numbers.

_____  Identify key stakeholders.  Set time to meet with:

_____  County Board of Supervisors  (Work with your County Director)

_____  Volunteer leaders  (If applicable to your program.)

_____  Personnel in other county offices

_____  Elected officials (legislators, mayors, city council, etc.)

_____  Key agency directors  (Ag Commissioner, Health Department,
Social Services, ASCS, community educators, etc.)

_____  Community leaders in your program area

_____  Identify local media.  Set time to meet and discuss your mutual needs.
When speaking through any medium remember:  Your Message Must Offer Something of Value to the Audience.

_____  Newspaper editors and reporters

_____  Radio station personnel

_____  Television station managers, including cable television

_____  Trade magazines in your program area

CHECKLISTS

_____  Develop or review New Releases List and coordinate with whoever
is responsible for news releases and meeting announcements.

_____  Meet with County Information Officer.

_____  Get slated on the County Board of Supervisors agenda for introduction

as the new UCCE Advisor.
_____  Public relations seeks to influence your clientele’s attitude toward the

organization.  Therefore, you need to be concerned about image:

_____  Personal

_____  Office

_____  Telephone answering

_____  Publications/Newsletters

_____  Name of programs labeled and identified

_____  Effective public relations start with good communications internally.  Get to

know:

_____  Regional staff

_____  Advisors in your program area

_____  Campus-based Specialists/Faculty in your program area

Source:  Adapted from materials printed by Dani O’Reilly, Public Relations Leader, Minnesota Cooperative Extension

CHECKLISTS

Volunteer Management

BECOME AWARE OF THE INVOLVEMENT OF VOLUNTEERS AND THEIR ROLE IN COOPERATIVE EXTENSION PROGRAMMING.

Resource People Who Can Assist

Your County Director, Regional Program Leaders, Program Directors, and other county staff.

Time Frame (If applicable)
This is a continuous process throughout the career of any Extension Advisor.

_____  Discuss with County Director, Program Leader or Director, and other staff

Members volunteer roles in the county program

_____  4-H junior, teen, and adult leaders/4-H Leader’s Council

_____  Master Food Preservers

_____  Master Gardeners

_____  Other

_____  Discuss with your County Director or appropriate Program Director,

Procedures for working with volunteers

_____  Identification

_____  Selection

_____  Fingerprinting and Clearance

_____  Orientation

_____  Training

_____  Utilization

_____  Recognition

_____  Evaluation

_____  Learn the principles of Volunteer Leader Management

_____  Learn the methods used with volunteer groups:

_____  Small group discussion

_____  Meeting facilitation

_____  Brainstorming

_____  Volunteer empowerment

_____  Other

CHECKLISTS

Professional Development

UNDERSTAND THE PROFESSIONAL DEVELOPMENT OPTIONS AVAILABLE AND DEVELOP YOUR OWN PLAN.

Resource People Who Can Assist

Your County Director, the Regional Director, Program Leader, mentor, and other Advisors.

Time Frame

During the first year you should develop a plan with your County Director.  Recognize that this is a continuous process during your career.

_____  Familiarize yourself with the current program development and in-service
education offerings.

_____  Familiarize yourself with the Sabbatic/Study Leave policies

_____  Know the CE Professional Associations

_____  CAFAS—California Association of Farm Advisors and Specialists

_____  CAEHE—California Association of Extension Home Economists

_____  C4-HA—California 4-H Association

_____  Become involved in your professional societies

_____  Develop a Professional Development Plan with your County Director with

focus on your specialization/program area

_____  Familiarize yourself with the University’s and ANR’s policies and procedures for
academic merits within rank, and promotions to a higher rank

_____  With your County Director and Regional Director, review the information needed

for your merit documentation.  Also, review the Guidelines for Preparing Your Program Review.  The ANR Academic Personnel website contains links to all the relevant ANR Academic Personnel reference materials:
http://icamr/prg/internal/miscshow.cfm?unit=5107&misctype=academic_P
CHECKLISTS

Evaluation

UNDERSTAND THE METHODS OF EVALUATION FOR ACADEMIC STAFF

Resource People Who Can Assist

Your County Director, the Regional Director, and Regional Personnel Analyst

Time Frame

During the first six months and a continuous process during your career.

_____  Understand the difference between Definite Term and Indefinite Career Status

and the process for acquiring Indefinite status.

_____  Annual Evaluation (Streamline Merit Process)

_____  Salary Action(s)

_____  Merit

_____  Promotion

_____  Acceleration

_____  Academic Assembly Council Personnel Committee

_____  Ad Hoc Peer Review

YOUR JOB

Developing a Position Description

Your Position Description is to be developed within the first six-months of employment.  Use the vacancy announcement for your position as a starting point.  You and the County Director should discuss and agree on 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, Cooperative Extension Administrative Handbook.

EXAMPLE:

POSITION DESCRIPTION

Your Name

______________ Advisor

__________ County

Date

I.
TITLE:  __________________________________ ADVISOR

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 who you report to and the types of people or organizations with which you maintain liaison.

V.
QUALIFICATIONS

Refer to the Position Vacancy Announcements for your position.

VI.
AFFIRMATIVE ACTION

VII.
APPROVAL

Your Name, _____ Advisor





Date

Name, County Director





Date

(If cross-county appointment, also obtain the cross County Director’s signature)

Name, Regional Director





Date

YOUR JOB

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 telephone call returns

· 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 on yourself.  You need to choose your programs wisely and diligently use good time management skills.  Your County Director, or direct supervisor, can give you guidance on making these sometimes difficult choices.

It is important for you to take responsibility for planning your own personal time, too.  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 the County Director, or direct supervisor.

Networking

The University of California Cooperative Extension is the outreach arm of the University of California.  It is our mission to bring research-based education to people of all ages throughout the state.  An integral role of an Extension Advisor is to network with other educational systems.  It is through collaborating with these different groups that we are able to accomplish this mission.

YOUR JOB

Networking involves making linkages with other professionals and volunteers to open new avenues towards working together.  It may take the form of an Extension Advisor working with other community agencies and/or educators to form advisory groups to chart a course of action.  Or, it could be the joint sponsorship of educational programs or research projects between neighboring counties.  There are many methods that Extension Advisors use to network.

Teamwork

You will be a member of several “teams,” some you will lead, others you will be a valued member; you must be effective in both roles.  Teamwork is the key.  All of the people mentioned above work together to form a team delivering programs to meet the needs of the county clientele.  The Extension Advisors in each county also form a team.  Since you are the newest member of the team, you will want to gain a better understanding of this concept so that you can contribute to the group effort.

Work Groups

Statewide, basic programmatic coordination takes place in “work groups.”  Work groups are made up of Agricultural Experiment Station or campus-based Faculty and Cooperative Extension Advisors and Specialists that have common interests and/or programmatic responsibility.  They can have a commodity, subject matter, discipline or issue focus.  Cross-discipline or issues-oriented work group coordination is encouraged.  Work groups establish programmatic priorities and review and plan research and educational activities appropriate to their interests.  They seek funding and report progress and/or project completion.

PREVENTING IDENTITY THEFT

April 24, 2003

DIVISION UNIT MANAGERS

Re:
Preventing Identity Theft – New Legal Requirements for
Computerized Personal Information

Dear Colleagues:

Effective July 01, 2003, a new California law (SB 1386) goes into effect designed to protect individuals from the growing crime of identity theft.  This law states a set of requirements for any agency or business keeping personal information on a computer system.  The law requires each agency to develop a plan for computer security and notification of anyone affected if that security is breached.

The law defines “personal information” specifically as follows, when an individual’s name is associated with any of this information:

1. Social Security Number

2. Driver’s License Number or State Photo ID Number

3. Credit Card or ATM Card Number, along with a PIN Number or Password

Although not specified in the law, other sensitive information increasing the risk of identity theft includes date of birth, passport number, health insurance number, security code, PIN numbers, password hints, and financial account numbers.

The law requires ANR to do three things:

1. Have a computer security plan in place

2. Have a notification plan in place

3. Notify anyone whose personal information has been or might have been released in a timely fashion.

The requirements apply to all unencrypted personal information on any computer system.  The requirements range from big databases to smaller lists of people in a text document on a personal computer.

PREVENTING IDENTITY THEFT

In order to be adequately prepared for these new requirements that become effective on July o1, 2003, I ask that you take these precautionary steps.

· Avoid storing computerized data that combines names with any of the personal information listed above.

· Conduct an inventory of databases and computer lists in your office that may have personal information as defined above.

· If you maintain systems with this information, remove the personal information.  If you must store personal information, please contact Controller and Business Services Director Jake McGuire or Communication Services Director Bob Sams for assistance.

As the Office of the President and ANR develop further guidelines and systems to support compliance with SB 1386, you will be kept informed.  Thank you for your cooperation in helping to protect our staff and clientele from identity theft.

Sincerely,

W.R. Gomes, Vice President

UC Agriculture and Natural Resources

cc:
Associate Vice President Vaux, Jr.

Assistant Vice President Lund

Assistant Vice President Laughlin

Director Sams

Controller & Business Services Director McGuire

Deputy Taber

Coordinator Omelich

AFFIRMATIVE ACTION

Affirmative Action (AA) is an integral part of your position with the University of California.  The following pages will detail your responsibilities, give you a definition of terms, explain documentation, discusses laws, and outlines complaint procedures.  The Region has a Regional Affirmative Action Committee.  The Committee members are one of your resources for Affirmative Action questions.  Contact your Regional Office for a list of Committee members.

Essential Terms

Following are essential terms related to Affirmative Action in Programs.  A complete glossary of Affirmative Action terms can be found in the Administrative Handbook, Section 601, Appendix IV.   Website:  http://danr.ucop.edu/admin-handbook
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 ANR programs in an equitable fashion.”  Wayne Schrader, Emeritus Advisor, San Diego County.

Affirmative Action Complaints:  These 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.  Contact your County Director for information regarding these files.

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 Statewide Office of Affirmative Action in Oakland.

Clientele:

Potential Clientele:  In a given county or program, the potential clientele consists of all those individuals or organizations who have a need for, and who are eligible for participation in any existing or potential educational activity that might be conducted under the mission of the program.  Based on potential clientele definition, ethnic and gender numbers and propositions (percentages) are developed from the “best” available source for each potential clientele group.

Actual Clientele:  Actual participants are drawn from the potential program clientele and are the participants in the applied research and educational programs

AFFIRMATIVE ACTION

that are planned and carried out in order to accomplish the program mission.  The numbers of actual clientele (by race or gender) are documented as audience contacts or program enrollees (4-H and EFNEP).

Targeted Clientele:  Targeted clientele are drawn from the potential clientele and are participants that the program or Advisor plans to reach during a specific program year.

Under-represented Clientele:  This clientele are those protected classes (racial minorities and women) which have historically been underserved.

Compliance:  Program compliance is achieved when parity and equity of program services are demonstrated or when the All Reasonable Effort Standard has been met.

Parity:  Individuals from protected classes are present as program participants or contacts in the same percentages (+/- 20 percent) as they are present in the total potential clientele.

All Reasonable Efforts are a four-tiered approach to public notification that ensures that eligible individuals from protected classes, or under-represented groups are aware of, invited to participate in, and have available to them, all appropriate ANR 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 underserved clientele, informing them of dates and times of program activities, and specific invitations for them to attend and participate.

Step 4:  Use of personal contact to same audience as described in Step 3.

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 educational opportunities, to assure equal access to programs, and to protect against discrimination in the conduct of programs.

Non-discrimination Poster:  Advisors must know where the don-discrimination poster, “And Justice for All” is located in their office building and its purpose.  Your County Director can assist you with the location(s) of the poster.
AFFIRMATIVE ACTION
Non-discrimination Statement:  The current approved Cooperative Extension 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.

Reasonable Accommodation:  Federal Regulations 503 and 504 and the Americans with Disability Act of 1992 require the adaptation 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 this 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 culture, backgrounds, and life styles in the country.  This diversity is one of our important sources of strength and growth.

Diversity is 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.
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Following are some places to start exploring cultural diversity as it applies to your program:

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

· Seek advice from the statewide Affirmative Action Office diversity trainer.  Explore resource materials that are available in the state Affirmative Action Office lending library.

· Seek advice from veteran Advisors and learn about possible successes and barriers.

· Take advantage of the annual Diversity Training in the Region.  Topics can include cultural diversity awareness, social and demographic basis of diversity, and effective outreach strategies.

· Explore initiating an Advisory Committee for your program area which consists of people who represent the community you wish to serve.

· 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 (i.e., NAACP, the Indian Tribal Council, etc.).  If you are having trouble finding them, consult with local school districts, Chambers of Commerce, or organizations in neighboring counties.  Or, look for individuals who are active in the community that you want 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 is slow.  Success will require a persistent, long-term commitment to attempt to understand the culture you wish to serve.

Define Program Clientele

It is every Advisor’s responsibility to plan their program(s) for the benefit of all clientele regardless of their race, color, national origin, sex, 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.

AFFIRMATIVE ACTION
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 serves to producers; allied industry and agency personnel who work with producers and/or advisers; 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, Farm Bureau, CAPCA, and PAPA organizations, etc.

Nutrition, Family and Consumer Science (NFCS) Advisors

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 regarding food, nutrition, and parenting.

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 ANR EFNEP office, and their source of information is the U.S. Census Data.

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 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.

AFFIRMATIVE ACTION
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.

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.)

AFFIRMATIVE ACTION
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.

AFFIRMATIVE ACTION
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 (ANR) 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 ANR Director of Affirmative Action.  (Refer to Administrative Handbook, Section 604 for additional information about program complaint procedures.)

Keep your County Director and Regional Director informed of any program complaints.
AFFIRMATIVE ACTION
Employee Complaint Procedure

UC ANR Affirmative Action Staff are available for confidential consultations with non-campus-based ANR 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.

AFFIRMATIVE ACTION
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
PERFORMANCE EVALUATION

Your performance will be evaluated against your job description and the four academic criteria (Extending Knowledge and Information, Applied Research and Creative Activity, Professional Competence, and University and Public Service) and Affirmative Action.  Please refer to the following Website for more information:

http://ucanr.org/internal/miscshow.cfm?unit=5107&misctype=academic_page
The new Advisor in the entry ranks is expected to concentrate initially on education (Extending Knowledge) and research/creative activity while assuring that his/her program is reaching a diverse audience.  As the Advisor becomes established in the first two criteria, s/he will be expected to add activities in University and Public Service, as time permits.

You will be expected to maintain your professional competence from the outset by participation in in-service education, workgroup, and professional society meetings.  As your career progresses, you will be expected to write peer-reviewed articles for professional journals, make presentations at society meetings and take sabbatical leaves to enhance skills and knowledge.  Throughout your career, you will be expected to spend the most time in education and research/creative activity.  Affirmative Action should be an integral part of your program.  Professional competence and University and Public Service are an important part of your career, but will never over-ride the emphasis of the first two criteria.  They will be a natural outgrowth of your successful development in the other criteria if you are actively engaged.
PROFESSIONAL DEVELOPMENT

In-Service Education

Advisors are encouraged to participate in professional improvement activities as part of the on-going update of their professional competence as it relates to the programmatic needs and priorities of the Division.  They may participate in:  ANR In-Service Education courses/seminars, work group meetings, in-state or out-of-state meetings of your professional society, concentrated course work during a Study or Sabbatical Leave, and other opportunities.  Work with your County Director, Regional Director, or Program Leader for assistance in identifying possible professional development activities.

Sabbatical Leave

Sabbatical Leaves are granted to enable recipients to be engaged in intensive programs of research and/or study, thus to become more efficient teachers and scholars and to enhance their services to Cooperative Extension (CE) and the University.  The leave also provides a period of time for mental refreshment away from the pressures of day-to-day advising.  Academic employees of CE may exercise the privilege of Sabbatical Leave of Absence provided their Sabbatical Leave Plans meet the criteria and the requirements established by the UC Academic Personnel Manual, Section 740, as supplemented by the Cooperative Extension Administrative Handbook, Section 340 III.  Information may be found at the following Website:

hhtp://oakland.ucanr.org/admin-handbook

Sabbatical credit is earned from the date of hire.  Sabbatic Leave may be taken for periods of three months up to one year, always in increments of three months.  Depending upon qualifying service, pay during Sabbatical Leaves is between 66 and 100 percent.

Planning for the leave should begin a year prior to the anticipated beginning of the leave.  Conversations with your County Director to discuss the general focus and timing of your leave are mandatory.

UCCE REGIONAL PROCEDURES GUIDE

The “UCCE Regional Procedures Guide” provides summarized policy and procedure information for a variety of administrative, financial, and personnel activities including:
Administration

Business Contracts and Consultant Agreements
Contracts and Grants
Equipment Inventory
Gifts
Ledger Review
Financial Accounting

Business Cards
Cash Collections
Checking Accounts
Direct Charges/Reimbursements
Entertainment
Honorarium
Memberships
Purchasing (including Independent Contractor agreements) and Invoice Processing
Travel
UC Davis Bookstore
UCDBuy
Seasonal Farm Labor
UCD Purchasing Card Program
Personnel

Benefits
Recruitment and Hiring of Staff Employees
Career Personnel Management - Probationary Period
Career Personnel Management - Merit Appraisal
Career Personnel Management - Reclassification
Personnel - Managing Career & Limited Appointments
Staff Payroll Time and Leave Recording
Layoff & Reduction in Time
Separation
Injury-Illness Reporting Workers’ Compensation

Please access the “UCCE Regional Procedures Guide” for specific information:  hhpt://cvr.ucdavis.edu, click on the “UCCE Procedures Guide” Button to the left of the screen.

The following section provides definitions and brief policy summaries for a variety of UCCE financial, personnel, and administrative activities.  This is intended to provide you with a brief overview only.  For more detailed policy and procedure information, please review the specific section of the UCCE Regional Procedures Guide at the website above.  The required UC financial and personnel forms may also be accessed at this same website (click on the “Forms” Button).

The Regional Office staff is available to provide individualized policy and procedure information regarding your activities.

UCCE FINANCIAL ACTIVITIES

Contracts and Grants

Definitions

Contracts:  A contract is an agreement to provide tangible results, reports, or other “deliverable” items or to carry out a prescribed service for the direct benefit or use of the funding agency.

Grants:  A grant is an agreement to provide financial and other assistance for a public purpose and when no substantial involvement of the funding agency is anticipated during performance of the project.

Direct Costs:  Approximate expenses charged directly to the contract or grant to which they pertain.

Indirect Costs:  Indirect Costs (overhead) are a percentage charged to each applicable grant for actual expenses incurred by the University for associated administrative and facilities activities and costs

SPAF:  Sponsored Project Approval Form

Summary of Policy

· All proposals for contracts and grants to outside agencies must be submitted in the name of the Regents, University of California.

· University policy requires that all proposals for funding of research, training, and public service projects submitted to the funding agency only by specifically authorized individuals and that contracts be executed and grants be accepted only by specifically authorized individuals.  For ANR, only the Associate Vice President and the Contracts and Grants Officer have this delegated authority.
· Proposals are considered potential legal and financial commitments made by the University of California to a funding agency.

· Proposals must be reviewed and approved by the Regional Office and ANR Contracts and Grants Office prior to being submitted on behalf of the University.

Principal Investigators (PI)

· Cooperative Extension Advisors have been granted UC “principal investigator” status through the Division of Agriculture and Natural Resources.  (Note:  Staff employees do not have PI status.)

· Principal Investigator status applies to proposals submitted through the University of California only:  Advisors may not serve as PIs on proposals submitted by other agencies.
UCCE FINANCIAL ACTIVITIES

· Principal Investigators are responsible for:

· Conducting the specified research activities and maintaining scientific integrity.

· Ensuring the proper use of project funds in accordance with University guidelines and the sponsoring agency’s terms and conditions.

· Submitting the agency’s required technical report.

· Advising the ANR Contracts Office and Regional Office when there are any changes in the agreements.

Detailed information can be found at the ANR Contracts and Grants website:

http://www.ucanr.org/mischow.cfm?unit=5100&misctype=main_page

UC Gifts

Definitions

Gifts are funds or properties that are given to the University in support of a particular program or a particular Advisor’s research.

With a gift, the donor specifies the general program or research the money is given to support, but does not require the University to adhere to a strictly defined budget, a time frame, or to provide reports on how the funds were spent or the research conducted.

Summary of Policy

· It is preferred that the gifts be accompanied by the donor’s written instructions showing evidence of the donor’s intent.  In the absence of a gift transmittal letter:  (1) the Advisor or County Director may submit a copy of other correspondence from the donor referencing the intended gift and its use: or (2) a letter may be prepared by the County Office (sample letters are available in the UCCE Regional Procedures Guide available at the Regional Office website) and sent to the donor requesting the donor’s signature.  This letter should be returned to the PI for inclusion in the gift packet that is sent to the Regional Office.

· Gifts of $999.99 or less are approved and officially accepted by the County Director.  (Sample letters available in the UCCE Regional Office website.)

· Gifts of $1,000 to $9,999.99 are approved and accepted by the Regional Director.  The Advisor or County Director usually sends a thank you or acknowledgement letter to the donor.  (Sample letters available in the UCCE Regional Office website.)  This letter may NOT imply official acceptance by the University.
UCCE FINANCIAL ACTIVITIES

· Gift donations of $10,000 or more are officially accepted by the ANR Assistant Vice President, Development Services.  The Advisor or County Director sends a thank you or acknowledgement letter to the donor.  The Regional Director reviews the gift documentation prior to forwarding to the Assistant Vice President for official acceptance by the University.  The Regional Director may also send an acknowledgement letter to the donor.

· Gifts-in-kind (non-monetary gifts) are processed in the same manner.  For tax purposes, the donor establishes the dollar value of the gift in their donation letter.  The IRS regulations prohibit the University from establishing the value of the gift.  The dollar value is not noted in the acknowledgement/acceptance letter.

UC Ledger Review

Definition

Administrative controls to safe guard University assets, assure the validity of financial transactions, and assure adherence to prescribed policies and procedures.

Summary of Policy

· Departments shall review monthly the DaFIS Transaction Listing by Account and the Distribution of Payroll Expense to determine the validity of charges and credits to their accounts.

· A responsible staff member shall be assigned this task.

· The staff member shall document that the review has been performed by signing the departmental reviewer’s certification stamp and the departmental reviewer’s certification section printed on the last page of the payroll reports.

UCCE FINANCIAL ACTIVITIES
Business Cards

Definitions

University business cards for UC Cooperative Extension Advisors and program staff.

Summary of Policy

All UC Cooperative Extension Advisors and staff employees must order the ANR-approved ANR/UCCE style business cards in an effort to promote the identity of the Division of Agriculture & Natural Resources and Cooperative Extension.

Cash Collections

Definitions

To record income from sales and workshop fees received in the UCCE county offices.

Summary of Policy

· Fees for sales of goods or services for education programs to non-University users must be deposited into established UC Sales/income accounts.
Direct Charges and Reimbursements

Definition

· A financial transaction in DaFIS is used to reimburse employees for program expenses, and to make direct payment for registration fees, utilities, fee refunds, and other miscellaneous on-time payment items that are not part of the purchasing or travel programs.

Summary of Policy

· Discuss this with your County Director

· Reimbursement to University and non-University employees for out-of-pocket expenses

· Refund workshop or training fees when a participant was unable to attend

· Utility payments (i.e., gas, electric, garbage, telephone)

UCCE FINANCIAL ACTIVITIES

Entertainment

Definition

Entertainment is defined as occasions when the judicious extension of hospitality, such as the provision of meals or light refreshments directly related to the active conduct of official University business, is in the best interest of the University.

Summary of Policy

· Discuss this with your County Director

· Allowable expenses and activities:

· Administrative meeting directly concerned with the welfare of the University.

· Prospective appointee to a professional, administrative, or technical position.

· Official guest rendering service to the University.

· Faculty/Staff/Student meeting.

· University acts as the host or sponsor of a professional meeting or Cooperative Extension Workshop

· Entertainment expenses may be paid using a UCD Corporate VISA Card.

· Maximum Entertainment Reimbursement Rates (including tax and tip—these are January 2007 rates):
· Breakfast:

$26.00

· Lunch:


$38.00

· Dinner:

$64.00

· Light Refreshment:
$17.00

Honorarium

Definition

An honorarium is a payment or an award granted in recognition of a special service.

Summary of Policy

All University employees as well as non-employees are eligible to receive honorarium payments.  Examples of honorarium payments are:

· Check with your County Director

· Payment for a special lecture or short series of lectures.

· Payment for conducting a seminar or workshop of no more than a two-week duration.

· Payment for a guest speaker at a commencement exercise or similar function.
UCCE FINANCIAL ACTIVITIES

· Honorarium payments may NOT be made for:

· An independent consultant—an individual or organization outside the University of proven professional or technical advice to the University in an independent contractor relationship.  (See Business Contracts section.)

· University Extension teaching.

Memberships

Definition

· It is the policy of the University to consider institutional membership in organizations that would promote the advancement of education and research, enhance the professional standing of its administrative personnel and facilitate favorable campus-community relations.

· Individual memberships in scholarly societies are considered to be personal responsibilities to be paid by the individual.

Summary of Policy

· Membership fees shall not be paid to organizations that are primarily social.

· Membership fees shall not be paid to support any political action or activity.

· Memberships and employee participation in community organizations shall be held to the number necessary to achieve effective campus-community relations within a reasonable expenditure of funds.

· Departments may purchase an institutional membership in an organization to secure its periodicals, if the periodicals cannot otherwise be secured.  Such periodicals will become the property of the University rather than of an individual, and must be made available to all department faculty, staff, and students.

· All institutional memberships require prior approval of the Regional Director and must be paid by Direct Charge.

Purchasing and Invoices

Definitions
Departmental Purchase Order (DPO):  Department’s document used to formalize a purchase transaction with a vendor for supply items.  Current DPO maximum limit is $2,500 per vendor per day for supplies.  (DPO may not be used to purchase equipment.)

Departmental Repair Order (DRO):  Department’s document used to formalize a purchase transaction with a vendor for equipment repairs.  Current DRO maximum limit is $2,500 per vendor.

UCCE FINANCIAL ACTIVITIES

Equipment:  Any free-standing item having an acquisition cost of $5,000 or more (including tax and shipping costs), and a normal life expectancy of one year or more.

Purchase Requisition/Request for Purchase Order:  Department’s document used to request the UCD Purchasing Department to purchase goods or services from vendors for:  a) equipment; b) supply orders exceeding $2,500, and c) orders for services.

Emergency Order:  Any situation that requires immediate action or the placing of a purchase order because of critical equipment failure, public safety incidents, catastrophic events that pose a threat to life and/or property, or significantly increase the risk exposure of the University.

Unauthorized Purchase:  A commitment placed verbally or in writing to obtain goods or services prior to the formal issuance of a UC purchase document with proper authorizations.

Summary of Policy

· Discuss with your County Director

· The UCD Purchasing Department has re-delegated to departments portions of their authority to issue official orders for University procurement action.

· The department head is responsible for ensuring that requirements and restrictions governing direct purchase delegations are followed.  Failure to comply with such requirements and restrictions may result in cancellation of a department’s direct purchasing privileges.

· Purchases of supplies up to $2,500 per vendor per day (including tax and delivery charges) may be made at the departmental (county office) level with the exception of items on the “Theft Sensitive List” and “Excluded Items List.”

· Repair orders for services up to $2,500 may be made at the departmental (county office) level.

· Purchase orders for supplies exceeding $2,500 and ALL equipment items (see Equipment Definition above) must be placed by the UCD Purchasing Department ONLY.
· All purchases of goods or services which require an official signature for contract and/or insurance liability issues must be processed through the UCD Purchasing Department (i.e., bus charters, hotel contracts for meetings, etc.)

· University credit, purchasing power, and facilities may not be used to purchase goods or services for individuals or for non-University activities.
UCCE FINANCIAL ACTIVITIES

· It is the policy of the University to separate an employee’s university and private interest and to safeguard the University and its employees against charges of favoritism in the acquisition of goods and services.  University employees who have a business relationship with, or financial interest in (including that of a near relative), or who have received or anticipate receiving gifts, honorarium, or research grants from a vendor under consideration must disclose the conflict of interest and remove themselves from the decision-making process.

Travel

Definitions

Reimbursable Travel Expenses:  Travel expenses that are ordinary, reasonable, and necessary to accomplish the official business purpose of University trips, such as transportation expenses, subsistence expenses, and registration fees.

Subsistence Expenses:  Expenses for meals and incidentals.

Summary of Policy

· Discuss with your County Director

· All official travel shall be properly authorized, reported, and reimbursed in accordance with University travel regulations.

· Travel expenses will be reimbursed on the bases of actual expenses for transportation, lodging, meals, and incidentals.

· University travel policies apply to all University academic and staff employees, interviewees, guest speakers, and all other persons whose travel expenses will be reimbursed by University funds.
· All official University travel shall be authorized prior to undertaking travel by the employee’s supervisor.

· Travel Expense Vouchers (TEVs) must be completed within 21 days after completion of the trip, except when travel is local, frequent, and continuous.  In this case, travel expenses can be submitted on a monthly basis.

Reimbursement Rates

· Mileage Reimbursement Rate for Privately owned Vehicles:  $0.485 per mile (January 2007)

· Transportation Expenses:  Reimbursed for actual expense based on original receipt.
UCCE FINANCIAL ACTIVITIES

· Lodging Expenses:  Reimbursed for actual expense based on original hotel bill.

· Subsistence Expenses for Travel in Excess of 24 Hours:  Actual expenses for meals and incidentals will be reimbursed up to a maximum of $64.00 per day (January 2007).  There is no longer a provision for a “per diem” rate; reimbursement will be made based on actual expenses.

· Subsistence Expenses for Travel of 24 Hours or Less:

· Subsistence Expenses lasts more than 12 hours but less than 24 hours may be reimbursed for actual expenses up to maximum of $42.00 per day (January 2007).

· Subsistence expenses incurred within the vicinity of an employee’s headquarters or residence shall not be reimbursed (i.e., lunch expenses).

· An exception may be allowed for certain meals that are part of an event, e.g., actual luncheon costs at an organized conference or working meals served at a meeting site which is not covered by the conference fee.  In this case, a copy of the conference agenda and subsistence obligation must be submitted with the Travel Expense Voucher.

Foreign Travel:

· Foreign travel expenses shall be reimbursed in accordance with the Federal Maximum Travel Per Diem Allowances.

· Per Diem rates are designated by location (city or area) on a monthly basis.  Current foreign per diem rates may be obtained through the website, http://travel.ucdavis.edu/.

UCCE FINANCIAL ACTIVITIES

UCD Corporate VISA Card Program
· The US Bank Corporate VISA Card program is available to UCD employees with University business expense needs.

· The Corporate VISA Card account is limited to use for official University travel-related and entertainment expenses only.

· UC Davis will directly reimburse your Corporate VISA Card account only for the approved travel expenses documented on the Travel Expense Voucher.

· The Corporate VISA Card is a personal credit card issued in the name of the individual traveler.  Statements are issued to the individual and are due and payable in full each month.  You are personally responsible to assure that all payments are made.

· The Corporate VISA Card may be used to obtain cash advances at any VISA Member Bank location.

· Central Travel System is another feature of the Corporate Card Program available for using local (Davis) travel agencies and charging airline tickets directly to University accounts.

Casual Farm Labor

Definition

Temporary employment for a few days duration of casual farm laborers for agricultural labor related to UC research activities.

Summary of Policy

· Discuss with your County Director

· The Casual Farm Labor procedure may be used only for employment of persons who fulfill all of the following conditions:
· They are employed in connection with the cultivating of soil or the raising and harvesting of agricultural and horticultural commodities.
· They will earn less than $1,500 from the University within the calendar year.

· They are 16-years of age or older and, if between the ages of 16 and 18, have presented a Work Permit to the employing officer.

· Wages for Casual Farm Labor are based on established local pay rates.  The established pay rates may be obtained from the nearest State Employment Development Department Office or comparable agency.

ANR PERSONNEL

The ANR Academic Personnel Unit 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 (merits and promotions), compensation, and employee relations for academic appointees in the Division.  The ANR Academic Personnel website is:
http://ucanr.org/internal/mischow.cfm?unit=5107&misctype=main_page
The ANR Staff Personnel Services unit provides services in support of staff employee salary and merit programs, personnel actions, classification, employment, and training.  The ANR Staff Personnel website is:
http://www.ucanr.org/internal/mischow.cfm?unit=5222&misctype=staff-pers
It is important that you discuss UC and ANR policies with your County Director before you implement any of the personnel policies.  Your County Director and Regional Office can guide you through the process.

The hiring of staff personnel brings with it responsibilities for personnel management to include:  Evaluation, Time Management and Recording, etc.

UCCE PERSONNEL ACTIVITIES
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:

1. BELI 1:
Full Benefits

2. BELI 2 & 3
Mid-level Benefits

3. BELI 4:
Core Benefits

4. BELI 5-9:
No Benefits

· New employees have 31 days from the date of hire to enroll in eligible benefits.

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.

UCCE PERSONNEL ACTIVITIES
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.

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.)
UCCE PERSONNEL ACTIVITIES
· 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.

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.

Reclassification

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.

UCCE PERSONNEL ACTIVITIES
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.

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.

UCCE PERSONNEL ACTIVITIES
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.

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.
UCCE PERSONNEL ACTIVITIES
· 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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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
ANR’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
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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 D

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, once you have gone through your first review cycle.
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.  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 E

MERITS, PROMOTIONS, ACCELERATIONS

Guidelines regarding the Merit, Promotion, and Acceleration Process for Salary Action may be found at the following Website:

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