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Southern University Ag Center’s  
Cooperative Extension Program 

Staff Performance Appraisal Instument 
 

 
 

 
  
  
  

 
 

(Program Leaders, Directors, & Specialists) 
 
Staff Name: ___________________________________      Position:  _________________________________ 

Supervisor: ____________________________________     Review Period: _________________________________ 

 

The SU Ag Center’s Cooperative Extension Program's performance review process is designed to improve job understanding, promote more effective job performance 
and staff development, and encourage the flow of communication between supervisors and staff members. Performance review should be a continuing process throughout 
the year, with a formal review recommended annually, or when needed. “Needs Improvement” or “Fails to Achieve Expectation” ratings should include comments for 
development and applicable development goals. 

Using all information available, the supervisor will evaluate and assign a rating for the employee’s overall performance. Overall performance ratings are defined as:  

Outstanding (4 PTS): Individual not only fulfills but exceeds expectations in most of the duties listed in their job description. Skills for success are well-established. The 
individual shares/uses their skills with mentees, other staff and outside groups. Follow through on goals and expectations is excellent. Programming is engaging and 
innovative. Reporting is thorough and accurate and includes descriptive narratives for most programs to help tell a complete story of programming. Policies and procedures 
are consistently implemented. Programming and performance is recognized by Extension and stakeholders as contributing to achievement of local, regional, and state 
goals. Partnerships are sought out or grown to support new opportunities. If applicable to position, volunteer programs are more diverse, and program value and impact 
are shared with stakeholders. Volunteer leadership is supported and developed. Individual provides service to Extension by serving on search committees, organizational 
committees, and projects making a significant contribution to the overall direction and achievement of Extension goals. Individuals are aware of parish demographics and 
is working towards meeting parity and promoting an inclusive environment.  

Highly Effective (3 PTS):  

Effective (2 PTS): Individual successfully fulfills duties of the position as described in their job description. Skills for success are regularly applied. Individual consistently 
meets goals and follows through on expectations. Programming is planned, implemented, and evaluated; program outputs and outcomes are accurate and captured in the 
Extension database and narratives provide an insight into programming. The SU Ag Center and parish policies and procedures are followed, and resources are utilized. 
Programming and performance contribute to the goals of Extension and addresses local stakeholders’ interests and needs. Works well with partners. If appropriate to 
position, delegates appropriate responsibilities and provides supervision, recognition, and educational opportunities to volunteers. Communicates value/benefits of 
volunteers to stakeholders. The individual participates in organizational meetings, activities, regional meetings, and subject-area meetings. Individuals demonstrate 
professional commitment to diversity and inclusion.  



 

 

Needs Improvement (1 PT): Performance below the minimum acceptable expectations for the position. There is expectation of improvement within a reasonable time 
frame.  

Unsatisfactory (0 PTS): Does not fulfill position expectations. 

 

 

 

PERFORMANCE EXPECTATION OUTSTANDING HIGHLY 
EFFECTIVE 

EFFECTIVE NEEDS 
IMPROVEMENT 

UNSATISFACTORY 

Position Responsibilities and Essential Functions: Completes position responsibilities and 
performs the essential functions as outlined in the job description. 

     

Program/Outcomes. Develops relevant programming. Encourages innovation and supports risk-
tasking. Identifies problems and opportunities. Effectively uses internal/external resources 
toward program accomplishments. Attain established goals. Effectively plans, conducts, and 
evaluates programs so that meaningful and measurable outcomes are documented. Adapt 
program focuses to changing environment. Recognizes and eliminates outdated programs or 
activities that no longer contribute to organization priorities. 

     

Attendance. Consistently demonstrates good attendance (e.g. work schedules, staff meetings, 
trainings, etc.) dependability, and dedication to accomplishing program objectives. 

     

Integrity. Interact with integrity so people are respected and engaged. Convey respect and 
professionalism in interactions. Put others at ease and respond calmly even in difficult situations. 
Honest and trustworthy; have a high standard of personal conduct. Acknowledge mistakes and 
errors, take timely corrective actions, including an apology, if appropriate. Demonstrate empathy 
and compassion for others. Give, ask for and act on feedback. Manage conflict, taking 
uncomfortable or unpopular action when necessary. 

     

Communication. Communicate clearly and consistently. Share important information and 
decisions in a timely manner. Ensure people have a clear understanding of the expectations and 
desired results. Convey thoughts clearly, verbally, and in writing. Adapt messaging to audience. 
Summarize other points of view to confirm understanding. 

     

Initiative. Confident in taking ownership of work and results. Adopt a culture of sustainability 
and efficiency. Strive to develop and implement best practices. Take responsible risks for 
innovation and advancements in products, processes, services, technologies, or ideas. Identify 
opportunities in challenges and show initiative. Reach out in a timely and responsive manner to 
resolve problems and conflicts. Anticipate and adapt to changing priorities and additional 
demands. 

     

Program Development and Evaluation. Develops programs based on identified community and 
stakeholder needs. Involves clientele in program development when appropriate. Collects data to 
substantiate program needs, direction and improvements. Evaluates programs for impact; reports 
and utilizes information to improve programs. 

     

Program Implementation. Utilizes a variety of teaching methods. Stays within budget 
restrictions and uses resources wisely. Understands and adapts to learners' needs. Engages in 
problem-solving; suggests ways to improve performance and be more efficient. 

     

Adaptability. Is flexible, open, and receptive to new ideas and approaches. Handles multiple tasks 
and priorities. 

     

Professional Competency. Displays energy and enthusiasm for Extension’s mission, objectives, 
and strategic goals. Acknowledges and accepts responsibility. Demonstrates knowledge, 
appreciation, and support of the CEP. Manages time effectively; focuses on appropriate priorities. 
Upholds commitments. Seeks professional development to improve needed competencies. Stays 
current professionally.  

     

 
 
Fiscal/Physical Resource Management. Establishes and maintains effective communications 
and rapport with key decision makers/stakeholders. Manages assigned fiscal/physical resources 
appropriately; directs/redirects resources to maximize results. Evaluates options carefully, makes 
timely and effective decisions. Engages in effective resource development as appropriate. 

     

Teamwork, Collaborations and Leadership. Recognizes and responds appropriately to change. 
Establishes and maintains effective relationships. Delegates appropriately. Communicates and 
builds credibility with others. Generates excitement/commitment toward achievements of shared 
goals. Demonstrates effective verbal, written, and public speaking skills. Seeks out and 
understands goals and needs of other parties/partners. Understands and demonstrates compliance 
with Civil Rights requirements. 

     

Teamwork (Internal/External). Build working relationships to solve problems and reach 
common goals. Offer assistance, support, and feedback to others. Actively engages in CEP work 
teams. Actively engages in community and local events. Engages other professionals in team 
environments to address local, regional, and/or state level needs.  

     

Professionalism. Always speaks in a professional manner. Accepts and demonstrates leadership 
as appropriate. Positively represents and markets the SU Ag Center, CEP, and programming 
according to organizational policies. Adheres to SU Ag Center administrative policies. Effectively 
works with co-workers, volunteers, and stakeholders in a timely and professional manner. 

     

Publications/Social Media/Technology. Publishes at a minimum of 4 publications per year 
(factsheets, newsletters, flyers, magazines, brochures, etc.).  Uses social media and technology to 
promote programming and as a means providing programming via webinars, seminars, vlogs, and 
social media posts. 

     

PERFORMANCE EXPECTATION FOR PROGRAM LEADERS, SUPERVISORS AND DIRECTORS OUTSTANDING HIGHLY 
EFFECTIVE 

EFFECTIVE NEEDS 
IMPROVEMENT 

UNSATISFACTORY 

Supervision. Helps to ensure positive, team-based employee relations. Carries out supervisory 
responsibilities in accordance with the SU Ag Center’s policies and procedures. Serves as a role 
model for others. Vacancies reviewed and filled appropriately. Regular check-ins with staff 
individually and at staff meetings. Staff members observed in action. Staff evaluations conducted 

     



 

 

in a timely fashion. Job descriptions reviewed and updated as appropriate. Professional 
development plans are complete and on file for each staffer. Establishes expectations for civility 
within the office. Recognizes issues; seeks assistance as appropriate. Informs chain of command 
as appropriate regarding supervisory/staff issues. Demonstrates emotional intelligence. Coaches 
staff to use common workplace skills (organization, time management, communication, 
boundaries). 
Leadership. Has a functioning advisory committee that meets regularly and is representative of 
the broad diversity of the community. Works with local city/parish government officials to help 
them understand the role of Extension locally. Has relationships with other department heads and 
maintains current relationships with local organizations. All areas of the CEP (including electronic 
delivery methods) are promoted, and the CEP is portrayed in a manner consistent with the vision 
and values of the organization. 

     

Budget. Manages budget and stays within budget guidelines. Budget is aligned with current 
priorities. Vice Chancellor for Extension and Outreach is made aware of any budget concerns in a 
timely manner. Non-appropriated accounts and balances handled appropriately. Garners additional 
resources through such vehicles as appropriate cost recovery, grants, contracts, program supplies, 
cost share contributions, in-kind and/or sponsorships in support of programs. 

     

Inclusion. Create an open and inclusive environment. Create an environment of trust. Demonstrate 
respect for all individuals. Actively invite new ideas, alternatives, and perspectives. Integrate 
workplace flexibility as a part of the results-oriented work culture. Acknowledge the support and 
contributions of every person. Shows respect for different backgrounds, lifestyles, viewpoint, and 
needs including but not limited if ethnicity, gender, creed, and sexual orientation. 

     

Vision. Inspire and articulate a shared vision and mission. Be adaptable, embrace, promote, and 
implement change. Deliver results with a sustainable future in mind. Demonstrate foresight and 
imagination to see possibilities, opportunities, and trends. Monitor and re-evaluate decisions, 
priorities and plans to achieve a vision. 

     

 

To Be Completed by the Supervisor 
Supervisor Comments (e.g. what is going well, areas of improvement) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OVERALL SCORE: 
 

Performance Indicator OUTSTANDING HIGHLY EFFECTIVE EFFECTIVE NEEDS 
IMPROVEMENT 

UNSATISFACTORY 

Position Responsibilities      
Program/Outcomes      
Attendance      
Integrity      
Communication       
Initiative      
Program Development and 
Evaluation 

     

Program Implementation      
Adaptability      
Professional Competency      
Fiscal/Physical Resource 
Management 

     

Teamwork, Collaborations and 
Leadership 

     

Teamwork (Internal/External)      



 

 

Professionalism      
Publications/Social 
Media/Technology 

     

SUPERVISOR RATINGS      
Supervision      
Leadership      
Budget      
Inclusion      
Vision      
TOTAL POINTS PER 
CATEGORY FOR 
SUPERVISON 

     

 
 
 
 
 
 
 
TOTAL POINTS FOR NON-SUPERVISORS: ______________/10 = _____. ______ 
 

o Outstanding:       
 

o Highly Effective:    
 

o Effective 
 

o Needs Improvement:   
 

o Fails to Achieve Performance Indicators: 
 
TOTAL POINTS FOR SUPERVISORS: ______________/10 = _____. ______ 
 

o Outstanding:       
 

o Highly Effective:  
 

o Effective: 
 

o Needs Improvement: 
 

o Fails to Achieve Performance Indicators:  
 
 
COMMENTS: 
 
 
________________________________     _____________ 
Staff Member Signature        Date 
 
 
______________________________________    _____________ 
Supervisor Signature         Date 
 
______________________________________    _____________ 
Vice Chancellor, Extension and Outreach Signature     Date 



 

 

Southern University Ag Center’s  
Cooperative Extension Program 

Achievement Report & Goals 
 

 

 

                      
(Program	Leaders,	Directors,	& 	Specialists) 



 

 

SU Ag Center’s Cooperative Extension Program has skilled and highly trained professionals (agents, specialists, and others) 
helping Louisiana’s citizens, businesses, and communities apply unbiased, research-based knowledge. Extension’s Performance 
Review Process is designed to recognize and support performance and leadership. It is designed to accommodate the unique and 
diverse position responsibilities with Extension. This process incorporates not only this document and its contents but also 
interactions, observations, reports, information, and inputs over the course of the performance year.  

The achievement report document encompasses the employee’s work during the prior calendar year. The report is intended to 
focus on those aspects of the employee’s performance done well and areas for improvement. Employees should complete all 
sections in blue; supervisors will complete all sections in gold. Keep in mind that this document should reflect and support the 
Annual Plan of Work document. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section I: Narrative 

In this section, the employee is given the opportunity to frame their evaluation year to help their supervisor better understand their accomplishments and barriers, 
and the innovation that has been exhibited by the employee in the previous year’s work.  

The employee must also address their goals of the past year, citing growth, achievements, challenges, and impacts of their work toward their goals. If there were 
specific plans for improvement outlined in the prior year, please address progress or improvements made. 

Provide an overall description of your year, and professional accomplishments and barriers; describe how you implemented innovative strategies and approaches to 
your work. 

Year in Review 
Employee Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 

 
Goals (Evaluate the goals that were identified in the previous year’s performance appraisal document. 

Previous Year’s Goals Results Achieved Contributing Factors 
   

   

   

 

 

 

 

 

 

Goals (Supervisor will provide feedback on goals) 

Supervisor’s Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Plans for Improvement (Supervisor will evaluate any items for improvement identified from previous year evaluation. 

Supervisor Comments 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 

Section II:  Evidence of Excellence and Innovation 

In this section, the employee can provide additional documentation so that their supervisor can better evaluate their performance. Comment boxes are provided to 
document evidence of excellence and innovation. If your input exceeds the space provided, additional documents may be attached. Please specify, in the comment 
box, that you are attaching additional documentation. 

 

Provide additional documentation/information to describe your performance. Comment boxes are provided to document evidence of excellence and innovation. If 
your input exceeds the space provided, additional documents may be attached. Please reference that you’ve provided attachments in the comment box. Your 
supervisor will access and evaluate information and reporting in the CEP database, and review with you directly. 

Innovative and Significant Program Accomplishments (Attach additional pages if needed). 

Employee Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

Awards/Publications/Organizational Participation and Service 

Employee Comments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Other Activities and Accomplishments 

Employee Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Impact on the Community You Serve (Describe any significant impacts you made in your community (program, parish, state, national). 

Employee Comments 

 

 

 

 

 

 

  

 

 

Section III: Upcoming Year  

The employee should propose three SMART (specific, measurable, achievable, realistic, timely) programming goals to achieve in the upcoming 
program year. The employee can include goals that span several years; goals should be an indication to the supervisor what the employee’s priorities 
are for the upcoming year. The employee and supervisor need to agree on the goals. Employees should identify specific trainings (professional 
development), then update their long- and short-term professional development goals and projects or educational activities planned for the upcoming 
year in the ‘Professional Development Plans the Upcoming Year’ comment box. Following the review process, the supervisor and employee should 
note any changes recommended for the current job description in the comment boxes. 

Program Goals for the Upcoming Year 

Goal1 
 
 
 
 
 
 
 
 
 
Goal 2 
 
 
 
 
 
 
 
 
 
Goal 3 
 
 



 

 

 
 
 
 
 

 

Professional Development Plan 

Progress Toward Professional Development Goals from the Last Year 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   Professional Development Plan for Upcoming Year 
 
                            Long Term Goals                                                               Short Term Goals                                                                         Professional Development 
                               (2-5 Years)                                                                          (This Year)                                                                         (Activities Planned for This Year) 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 

 

 
 
 
 
 
 

 

 

Signatures 
 

 

_________________________________________    _____________ 

Staff Member Signature                Date 

 

_________________________________________    _____________ 

Supervisor Signature                            Date 

 

_________________________________________    _____________ 

Vice Chancellor, Extension and Outreach Signature             Date 



 

 

SU	Ag	Center’s	Cooperative	Extension	
Program	

Extension	Agent		
Performance	Appraisal	Instrument	

 

	
	

	
	

	

 
Name: ____________________  Parish:   ____________ 
 
Supervisor: ________________ Date: ____________ 

	



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

 
This performance appraisal system identifies four major areas or “performance domains” 
for the evaluation of Extension agents. The components that comprise each domain are 
set forth in this document, along with related criteria and standards. Evaluation is based 
on the agent’s ability to meet or exceed the standards outlined in this performance system. 

 
I. EDUCATIONAL EFFECTIVENESS 

 
Effective design, delivery, evaluation and interpretation are essential to Extension education. Outstanding 
educational programs include a strong foundation in program development, a comprehensive educational plan, 
appropriate teaching methods, and well-designed, suitable evaluation instruments and techniques.   

 
As Extension educators, agents should develop programs through appropriate Extension planning groups, 
including leadership advisory boards, program area committees, youth boards, and task forces. Engagement with 
other community groups is also important. It helps to gain more stakeholder support for community-wide 
Extension efforts and to ensure Extension’s role as a partner in broader community planning. 

 
The responsibility to create a high-quality learning environment involves using a variety of available resources, 
technologies, and creative and innovative teaching methods. Extension agents have further responsibility to 
consider inclusion and diversity, affirmative action, civil rights, and related laws and principles during the 
planning and implementation of Extension programs.  
  
To review, enhance, and measure outcomes of educational programs, Extension agents must use appropriate 
evaluation tools and techniques. These include formative evaluation to improve program quality and 
effectiveness, along with clientele satisfaction surveys. Also important are summative evaluation techniques to 
measure the effect of programs on their target audience, such as changes in knowledge, skills, attitudes, practices, 
and behaviors, as well as the economic impact of these changes where applicable. 
 
Each month, agents must report—by the specified due date—the results and impact of their program efforts and 
outreach. Reports should include verifiable participant counts (based on sign-in sheets and attendance logs) and 
descriptive information that enables a supervisor and others to readily understand each activity and its impacts.  
 
Program interpretation refers to efforts to communicate with stakeholders about the nature and value of the 
agency and its programs. Stakeholders include federal, state, and parish officials, along with other locally-
elected and appointed officials, as well as Extension planning group members, agency partners and 
collaborators, and others who may be public or private investors in our programs. Extension agents are expected 
to follow agency branding guidelines and to communicate the value of our programs in appropriate ways. 
Examples include annual reports, promotional publications, public presentations, use of mass media, personal 
contacts, informational events, and related strategies.  
 
Agent performance will be measured based on the agent’s ability to meet or exceed standards set for criteria in 
each major component in this domain area.   
 
Below are the components, criteria, and standards for the performance domain of Educational Effectiveness.   
  



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

 
A.  PROGRAM DEVELOPMENT (In Depth Programs) 

1.   In-Depth Program Planning 
• Provided leadership for determining specific issues in the parish or designated area of responsibility. 
• Has an organized, effective, and engaged Extension planning group(s) that support parish plans and programs. 

Planning group members are volunteer representatives of the community and rotated regularly.  
• Is involved with external or multi-parish planning groups to strategically place Extension as a stakeholder in 
 broader community programs. 
• Modified programs based on client needs. 
• Has evidence of data to support relevance of issues and needs. 
• Sought out and involved appropriate partners and collaborators to enhance the program development process. 
 
 

Supervisor Summary: 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
2.  In-Depth Program Implementation 
 
• Program has a clearly identified audience and targets an appropriate population. 
• Adapted and effectively used multiple teaching methods and learning activities to conduct educational programs, 
 as appropriate to address target audience needs. 
• ANR programs included an appropriate number of result demonstrations as teaching tools in the program. Results 
 from demonstrations are shared broadly as an educational tool. Involvement of Extension Specialists is an 
 expectation in Result Demonstration Implementation. 
• Used participant feedback to improve teaching effectiveness. 
• Effectively branded and marketed programs to target audience participation.  Effective marketing will include the  
 use of multiple media outlets and methods. 

 
 

Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
 

3.  In-Depth Program Evaluation 

• Developed a plan to evaluate the quality and effectiveness of programs. 
• Evaluation methods implemented were appropriate and effective in measuring the type of change expected. 
• Used evaluation data to improve teaching methods, effectiveness, and quality, with input from planning groups. 
• Collected and analyzed data that was valid and reliable in measuring program impacts. 

 



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
B.  PROGRAM DEVELOPMENT (Outreach Programs) 

• Outreach plans are representative of needs of the parish, all needed plans are in place and approved. 
• Planning groups are engaged in Outreach Programs.  Involvement of Extension Specialists or other resource 

people is expected with planning groups. 
• Effectively engaged in management of the 4-H Program, including recruitment, volunteer development, project 

support, camp and other educational activity participation and other support needed to maintain a quality program 
for youth. 

• All Outreach Programs completed as planned. 
• Markets all outreach programs effectively, including newsletters, media, and electronic methods as appropriate. 
• ANR Outreach plans should include appropriate Result Demonstrations. 

 
Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

   
C.  ACCOUNTABILITY AND INTERPRETATION 

• Monthly reports were submitted on time and complete. 
• Responded promptly and professionally to special requests for reports and materials. 
• Effectively branded and interpreted extension programs and programming efforts to key stakeholders, including  

state/federal elected officials, and others as appropriate, using a variety of strategies and methods. 
• Effectively utilized appropriate communication tools and channels to consistently market and interpret the benefit 
 and value of Extension educational programs, such as Internet, weekly radio/TV shows, columns, etc.  
• Implemented a coordinated strategy to communicate value of Extension programs with other agents, staff, and 
 partners as appropriate. 

 
Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

Goals for Progress in this Domain: 
 
 
 
 
 

 
 
Key: 
0 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
1 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
2 - Effective: Demonstrates acceptable performance in all areas.   
3 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   
4 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance             
categories and/or domains. 
 

II.  PROGRAM RESOURCES, VOLUNTEERISM, AND 

ORGANIZATIONAL SUPPORT 
 
Program and organizational support depend greatly upon appropriate use and management of human and material 
resources to enhance the educational programming and program outcomes of the Cooperative Extension Program 
and to advance the organizations as a whole.   
 
Volunteer Engagement Effective agents have the ability to recruit, train, recognize, and manage volunteers in a 
productive manner.  
 
Material resources include grants, sponsorships, fundraising revenue, donations, and other support (cash or in-
kind), whether from internal or external sources, which provide for equipment, supplies, travel, or other Extension 
program needs. Sources may include private or public organizations, foundations, charitable trusts, businesses, 
government, or private citizens. Internal sources such as parish and state appropriations to Extension are also 
available and should be reviewed annually by the total parish Extension faculty and staff to determine fair and 
equitable distribution, according to program needs and goals. In the course of soliciting program and 
organizational support, Extension faculty must assure that those groups and organizations solicited do not in any 
way discriminate on the basis of race, color, sex, religion, national origin, age, disability, genetic information, or 
veteran status. 
 
 
A.  VOLUNTEER MANAGEMENT AND ENGAGEMENT 

•  Effectively trained and engaged volunteers in program implementation to include: 
    –volunteers teaching clientele 
 -program planning 

 –result demonstration cooperators 
 –master volunteers and mentors provide direct clientele support  
•  Effectively conducted screening of volunteers working directly with youth.  
•  Recruited, involved, managed, and recognized volunteers, including 4-H Club Leaders and Project Leaders, 

 Master 
 volunteers, in a manner that enhanced educational outreach.  

• Volunteer numbers are appropriate for size and complexity of the parish.  Adequate numbers of volunteers are 
involved in program areas where volunteer support is beneficial. 

• 4-H volunteer involvement is adequate to lead and grow the 4-H program to be representative of the needs of the 
parish. 
 



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 

B.   MATERIAL RESOURCES 
•  Developed and maintained effective working relationships with sponsors, donors, and coworkers in securing, 

 maintaining, and managing support and resources for Extension educational programs.  
•  Effectively accrued and managed funds in a manner that enhanced program quality and outreach, including funds 

 from parish budgets, grants, donations, and program funds maintained by external groups. Included dollar 
amounts  when appropriate.   
•  Actively and effectively supported fee-based programming.  
•  Completed a written annual review of support group accounts for all external groups who raise funds. Took 

 corrective actions as appropriate. 
 

Supervisor Summary: 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
Goals for Progress in this Domain: 
 
 
 
 

 
Key: 
0 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
1 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
2 - Effective: Demonstrates acceptable performance in all areas.   
3 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   
4 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance 
categories and/or domains. 
  



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

III.  RELATIONSHIPS AND TEAMWORK 
 
Establishing effective working relationships—with coworkers, colleagues, supervisors, volunteers, clientele, key 
community leaders, partners, institutions of higher education, NIFA partners, parish and state agencies and 
organizations, stakeholders, and people in the political arena—is critical to the success and enhancement of a 
visible and viable Extension Program. The identification, development, and involvement of teams, partners, and 
collaborators are examples of the behavior, skills, and actions necessary in the domain of cooperation and 
coordination. Successful performance in this domain impacts the desired program outcomes by increasing the 
effectiveness and outreach of Extension faculty members and their programs. 
 
Below are the components, criteria, and standards for the performance domain of Cooperation and Coordination. 

 
A.  INTERNAL RELATIONSHIPS 

•  Fostered joint education and program delivery activities with other Extension agents and specialists that led to a 
  positive program impact within the parish and in multi-parish activities.  
•  Demonstrated evidence of multi-disciplinary, multi-cultural, and/or multi-parish program efforts as appropriate. 
• Collaborated effectively with Extension organizations and support groups such as 4-H clubs, master volunteer 
 groups, and study groups, etc., in a manner that enhanced program outcomes.   

 
Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
B.  EXTERNAL RELATIONSHIPS 

• Established, sustained, and expanded networks, coalitions, and collaborations, which further the work of 
 Extension in serving clientele.   
• Established and maintained active and positive relationships with local state and federal representatives, and 
 representatives of local groups, organizations, and other agencies.  
• Provided the necessary leadership to create partnerships and/or collaboration with external groups to plan 
 programs to meet current and future needs. 
• Actively partnered with local, parish, state, and national/federal stakeholders, agencies, organizations, clubs, 
 private businesses, agribusinesses, financial institutions, school groups etc., to develop and enhance educational 
 programs and responses to effectively address local needs. 
• Demonstrated expansion of programs to new audiences as a result of external relationships. Examples: expansion 
 of 4-H clubs, increased volunteerism, and new target communities and other audiences. 

 
Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
  



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

C.   OVERALL TEAMWORK 
• Demonstrated ability to cooperate effectively as a team member at local, district, state, and national levels through 
 collaborative programming efforts, participation on committees/task forces, and other tasks and duties as assigned. 
• Demonstrated leadership in team building skills and service as a team leader when appropriate. 
• Actively cooperated and supported employee recruitment and onboarding processes such as mentoring, First Step, 
 internships, career days, and related team-oriented activities and processes.  
• Worked cooperatively with coworkers on local job responsibilities, including interdisciplinary programming, 
 multi-parish planning groups, interpretation efforts, office support, joint reports, and related duties that require 
 teamwork. 
• Fostered a work environment that encourages positive staff interaction and relationships.  

 
Supervisor Summary: 
 
 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
Goals for Progress in this Domain: 
 
 
 
 

 
Key: 
0 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
1 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
2 - Effective: Demonstrates acceptable performance in all areas.   
3 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   
4 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance 
categories and/or domains. 
 

IV.  PROFESSIONAL DEVELOPMENT AND PROFESSIONALISM 

 
The future of the Cooperative Extension Program depends upon the effectiveness of our employees. To maintain 
and enhance professional competence, parish faculty members should participate in staff development efforts 
such as in-service training, graduate study, professional associations, and externally-sponsored training. Our 
organizational success also depends on employees who have a clear understanding of the organization’s mission 
and vision. 
 
Professional Development: As professionals, Extension agents are expected to participate in significant applied 
research, creative activities, and intellectual and scholarly work that are validated by peers and shared with other 
professionals. Effective agents bring new insights to issues by interpreting and integrating research-based 
knowledge from multiple sources, including current events, professional publications, workshops, seminars, and 
professional affiliations.  
 
Professionalism: In addition to their personal and professional development, Extension agents must promote a 
positive and professional image through their conduct and commitment to standards that support continued 
success, not only for themselves but for our organization. Extension agents must dress professionally, interact 
positively and productively with colleagues and local leaders, and conduct themselves in a manner that reflects 
favorably on our organization.  
 



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

Below are the components, criteria, and standards for the performance domain of Professional Development and 
Professionalism.   
 
A.  PROFESSIONAL DEVELOPMENT 

• Served in leadership roles on local, regional, state, national, and Extension committees and task forces.  
• Demonstrated the competencies and interpersonal skills necessary to successfully conduct Extension 

programs. 
• Participated in appropriate professional development training. 
• Displayed a positive attitude and provides leadership to professional development activities in the 

District/Region. 
• Actively participated in appropriate professional organizations and demonstrates evidence of leadership 

and recognition. 
• Made appropriate scholarly contributions, such as publications, fact sheets, newsletters, web pages, 

handbooks, etc., at district, regional, state, and national levels.  
 
 

Supervisory Summary: 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
 
B.   PROFESSIONALISM 

• Maintained appropriate office hours. 
• Followed instructions and responded properly and promptly to management. 
• Communicated positively with co-workers, staff, administrators, clientele, and local stakeholders. 
• Expressed disagreements in a constructive, non-confrontational manner 
• Consistently complied with policies and procedures. 
• Demonstrated the necessary initiative that will lead to fulfillment of job duties and responsibilities 
• Was involved in community and organizations as appropriate to build community support and 

relationships. 
• Represented the agency positively through personal appearance and conduct. 

 
Supervisory Summary: 
 
 
 
 

0 
Unsatisfactory 

 

1 
Needs Improvement 

2 
Effective 

3 
Highly Effective 

4 
Outstanding 

 
Goals for Progress in this Domain: 
 
 
 
 

 
Key: 
0 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
1 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
2 - Effective: Demonstrates acceptable performance in all areas.   
3 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   
4 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance 
categories and/or domains. 



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

 
 

Additional Comments: 
 
 
 
 
 
 

 
 
 
  



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

 
OVERALL SCORE 

 
NAME:________________________________________________________   
 
PARISH:_____________________________________________________ 
 

CATEGORY SCORE (0 – 4) 

• Planning  

• Implementation  

• Evaluation  

• Outreach 
Programs 

 

• Accountability 
and 
Interpretation 

 

PROGRAM 
DEVELOPMENT 
TOTAL 

 

• Volunteer 
Management 

 

• Other Human 
Resources 

 

• Material 
Resources 

 

PROGRAM 
RESOURCES TOTAL 

 

• Internal 
Relationships 

 

• External 
Relationships 

 

• Overall 
Teamwork 

 

RELATIONSHIPS 
AND TEAMWORK 
TOTAL 

 

• Professional 
Development 

 

• Professionalism  

PROFESSIONALISM 
TOTAL 

 

OVERALL TOTAL 
SCORE 

 

 
 
 
 
 
 



 
PERFORMANCE APPRAISAL SYSTEM 

 

 

 
Overall Evaluation of Extension Agent 

 
 
Rating of parish faculty member’s overall performance: 
 
� Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds 

expectations in all performance categories and/or domains. 
 
� Highly Effective: Meets all performance standards, with no deficiencies identified, and 

exceeds expectations in many areas. 
 

� Effective: Demonstrates acceptable performance in all areas. 
 

� Needs Improvement: Improvements in multiple areas required to bring performance up to 
minimum standards. 
 

� Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance 
standards. 

 
 
 
 
____________________________________ __________________________________ 
Extension Agent Signature                                                               Supervisor’s Signature                                         Date 

 
  

__________________________________ 
Program Leader/Director’s Signature                Date   
 
 
___________________________________ 
Vice Chancellor’s Signature                               Date                  
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GOAL APPENDIX TITLE
N/A A Federal Civil Rights Acts under which Cooperative Extension Operates

1 B Non-Discrimination Compliance Forms and Instructions

2 C Acknowledgement of Receipt/Understanding
2 D Advisory Board Membership List Template
3 E Sample Listing of Documentation for Each Goal Area
3 F ADA Program Accessibility Self-Assessment Form

3 G Official Non-Discrimination Clauses
4 H Compliant Procedures
4 I Internal Review Form











Procedures to Ensure Compliance Responsible Party

This Handbook, including all Appendices, will be reviewed annually and 
updated as necessary.

Extension Leadership 
Team

This Handbook will be made available to all personnel in each office and on 
the Extension Staff Resources webpage.

Extension Leadership 
Team



Procedures to Ensure Compliance Responsible Party

Hiring of program staff will follow Southern University System
 and Southern University Agricultural Research & Extension Center’s 

Affirmative Action/Equal Opportunity Hiring and recruitment policies.

Human Resources, 
University Administration 
and Search Committees

Position descriptions will not limit personnel to working in subject matter or 
geographical areas which tend to maintain a strict racial identity between the 
employees and minority stomers. Southern University System and Southern 

University Agricultural Research & Extension Center policies will be followed in 
the development of position descriptions.

Program Leaders, 
Supervisors, 

Administrative Assistant

Unit administrators and supervisors will ensure that there is equality, fairness 
and respect in the use of Extension work facilities, including support for 

disabled educators, paraprofessionals, secretarial and support staff in the 
dissemination and use of office equipment and office space.

VC Extension & Outreach 
and Program Leaders

Southern University System will provide up-to-date personnel policies 
and procedures for complaints. University Administration

Southern University System has established processes for employment-
related complaints regarding harassment, discrimination or other 

employment-related issues. The policies that outline steps to be taken 
can be found on page 109 of the Southern University System Handbook 

for University Human Resources (Employee Handbook):
https://www.sus.edu/assets/sus/Human_Resources/Policies_andProcedures/

handbookforhumanresources.pdf

University Human 
Resources



Procedures to Ensure Compliance Responsible Party

Administration and Extension personnel will develop, coordinate, and 
implement a comprehensive program of Extension work between Land 

Grant and minority-serving institutions. University and Extension leadership 
will maintain a forum for continued mutual consultation among top 

officials of the institutions.

VC Extension & Outreach 
and Program Leaders

Extension program leadership will provide a listing of joint Extension 
programs and the respective planning committees being carried out by the 

respective institutions to Extension Directors on a yearly basis.
Program Leaders

The Associate Vice Chancellor and Vice Chancellor of Extension & Outreach 
will have on file the letters of compliance, Civil Rights directives from the Vice 

Chancellor of Extension and Outreach and maintain the documentation of 
Civil Rights review coverage by Extension leadership 

(internal and USDA reviews).

Associate VC, Diversity 
Inclusion & Title IX, VC 
Extension & Outreach



Procedures to Ensure Compliance Responsible Party

Extension personnel will have on file compliance forms (Appendix B) for 
organizations with which ongoing educational programs are conducted to 

ensure their commitment to affirmative action compliance. Compliance 
forms for organizations with whom we have ongoing partnerships shall be 
updated once every three years. New organizations shall sign compliance 
forms prior to partnering with Southern University Agricultural Research 
and Extension Center’s Cooperative Extension Program. Copies of signed 

and returned compliance forms should be kept in the appropriate Program 
Leader’s office in the Civil Rights folder.

Program Leaders 
and Extension Staff 
(Associates, Agents/

Educators, Specialists)

To any group, which cannot or will not provide assurance of compliance, 
Cooperative Extension personnel may only provide a presentation that 
provides an overview of Cooperative Extension programs that includes 

an articulation of the requirement for compliance or be present to receive 
acknowledgement or contributions.

Extension Staff 
(Associates, Agents/

Educators, Specialists)



Procedures to Ensure Compliance Responsible Party

Program Leaders will ensure new hires read and understand this 
Handbook and relevant legislation.

Program Leaders

New personnel will sign a document (Appendix C) attesting to reading and 
understanding the requirements. This signed document will be placed in the 

employee’s personnel file and kept in the appropriate Program Leader’s 
office Civil Rights folder.

Program Leaders, 
Extension Staff 

(Associates, Agents/
Educators, Specialists)

Periodic mandatory staff meetings will reflect discussions regarding Civil 
Rights compliance documentation and Civil Rights planning. These Civil 

Rights discussions will be reflected in meeting minutes which will be kept 
in the Extension Director’s Civil Rights folder.

VC Extension & Outreach, 
Program Leaders, Civil 
Rights Administrator

Employees will be knowledgeable about and will understand how to 
implement program strategies that will be in compliance with the 

Civil Rights notices contained in this Handbook.

Extension Staff 
(Associates, Agents/

Educators, Specialists)



Procedures to Ensure Compliance Responsible Party

Staff will provide training to volunteers so that those who represent Southern University 
Agricultural Research and Extension Center’s Cooperative Extension Program will be 
knowledgeable about and understand how to implement program strategies to be in 

compliance with the policies identified in this handbook.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

For clubs, specialty groups and/or independently run programs for all program areas (this 
includes any Southern University Agricultural Research and Extension Center Cooperative 
Extension Program which is not delivered directly by a Cooperative Extension Employee): 

Volunteer leaders receive written guidelines on Civil Rights 
and equal opportunity requirements.

Volunteers affirm and note an assurance statement of non-discrimination 
using the compliance forms annually. 

Where program delivery is conducted by volunteers/ program partners, 
Extension personnel will train volunteers about responsibilities regarding the following 

and volunteers will ensure:

• Public notification regarding existence of the program, dates, time, and location 
of organizational meetings (such as an annual newspaper release stating that 
participation is open to all).

• Invitation of all potential members without regard to race, ethnicity, or gender.
• That diversity is valued and the expectations for equal opportunity requirements is 

communicated and met.
• Equal opportunity and accessibility requirements with respect to any setting where 

programs are held.
• Participation of all programs operating in interracial and non-interracial communities 

is open to all individuals regardless of race and gender.

Program Leaders, 
Extension Staff 

(Associates, Agents/
Educators, Specialists)

Documentation of the training of volunteers should be kept in the 
appropriate Program Leader’s Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists), 
and Program Leaders



Procedures to Ensure Compliance Responsible Party

As internal and external committees and/or boards are developed, all 
reasonable efforts should be used to identify membership that will be diverse 

by race, ethnicity, gender, and geographic location. 
Documentation of board members (using Appendix D) along with records 

regarding the recruitment and selection process will be kept in the 
appropriate Program Leader’s Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists)
Program Leaders

Where bylaws are used, bylaws will include clauses that support affirmative 
action requirements, diverse audience participation, and provide for the 

rotation of officers. Bylaws should additionally include the provision that the 
Extension personnel in charge of the group has the ability to appoint minority 
and/or underrepresented group members to the board. A copy of all by-laws 

should be kept in the appropriate Extension Staff member’s office 
Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

On an annual basis, staff will review key components of this handbook 
including the non-discrimination policies with the advisory board and 

committee members. Meeting notes that show this training has occurred 
should be kept in the appropriate Extension Staff member’s 

office Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists)



Procedures to Ensure Compliance Responsible Party

Extension personnel will follow this Handbook when conducting 
Extension programming.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

Employees are expected to identify needs and develop programs that 
are open to all citizens. Individual’s Plan of Work will show targeting of 

underrepresented audiences. This data will be queried annually, aggregated, 
and kept in the appropriate Program Leader’s Civil Rights folder.

Program Leaders, 
Extension Staff 

(Associates, Agents/
Educators, Specialists)

Employees are required to document Civil Rights efforts in program files. 
Appendix E details the items that should be documented in the 

appropriate Extension Staff member’s Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists)



Procedures to Ensure Compliance Responsible Party

Annually, programs and work facilities will be assessed using the American 
with Disabilities Act (ADA) program Accessibility Self-Assessment Form 

(Appendix F) to determine if programming locations will meet the needs 
of individuals with disabilities, that no discrimination is occurring and 

that all reasonable efforts are implemented to reduce barriers to program 
participation, facilities, and equipment resources. These forms 

will be placed in the Extension Director’s Civil Rights folder.

VC Extension & Outreach,
Civil Rights Administrator

All reasonable efforts will be made to hold off-site programming in facilities 
that comply with Americans with Disabilities Act (ADA) standards or 

accessibility.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

All brochures and informational flyers promoting programs will provide 
accessibility instructions for people with special needs. All reasonable efforts 
will be implemented to meet the accessibility requests. Sample language to 

be used in marketing materials:

“All reasonable efforts will be used to meet accessibility requests. 
Please contact the office two weeks prior to the event to request assistance.” 

OR
“If you have special needs that need to be accommodated, 

please contact the office two weeks prior to the event.”

Samples of these marketing materials should be kept in the appropriate 
Extension Staff member’s office Civil Rights folders.

Extension Staff 
Communications Director



Procedures to Ensure Compliance Responsible Party

All results oriented efforts will be used to provide educational workshops, 
person-to-person teaching, and other educational methods to reach LEP 
persons and other underrepresented audiences as determined by needs 

assessments and clientele inquiry.

Employees and 
Program Leaders 

Within reason, educational materials will be offered in languages other 
than English. Samples of these materials should be kept in the 

appropriate Program Leader’s Civil Rights folders.

Program Leaders, 
Extension Staff 

(Associates, Agents/
Educators, Specialists)

An LEP policy and language access plan will be maintained 
and updated every five years. VC Extension & Outreach



Procedures to Ensure Compliance Responsible Party

A web page will be maintained that outlines Extension’s policies regarding 
public notification and the procedures by which the public can access 

Extension programs, request assistance, or make complaints regarding access.

VC Extension & Outreach,
Civil Rights Administrator 

The green “…And justice for All” poster must be displayed and easily visible 
in each area of the Extension facility where the public visits (front office lobby 
and conference rooms). Posters must be taken and posted when programs are 

offered in the community.

Program Leaders, 
Extension Staff 

(Associates, Agents/
Educators, Specialists)

The Extension logo and non-discrimination statement will be used on all 
Extension printed and web-based publications, including bulletins, 

leaflets, press releases, circulars fact sheets, program announcements, 
and miscellaneous publications. See Appendix G - Official 

Non-Discrimination Clause.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

Extension employees will include the non-discrimination statement in news 
releases.  For best results, the statement will be included in the body of the 

text rather than as a separate paragraph at the end. Copies of these releases 
should be kept in the office Civil Rights folders.

Extension Staff 
(Associates, Agents/

Educators, Specialists)



Procedures to Ensure Compliance Responsible Party

Extension personnel will ensure that they do not use stereotype language 
and illustrations, within Extension publications, educational materials, 

promotional literature, forms, announcements, brochures, 
and other documents.

Extension Staff 
(Associates, Agents/

Educators, Specialists), 
Communications Office

Artwork and other graphics should be representative of the diversity of 
constituency groups. Representations should not make assumptions about 

the economic status or subject matter interests of any particular group. 
Copies demonstrating diversity in artwork/graphics should be kept 

in the office Civil Rights folders.

Extension Staff 
(Associates, Agents/

Educators, Specialists), 
Communications Office

Extension personnel will ensure that program methods, content, and places 
of services are implemented in a manner that ensures non-discrimination.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

Extension personnel will keep documentation regarding their efforts to inform 
organizations, the parish, communities or key contact people about Extension 

programs and our non-discrimination policies. This may include press 
releases, flyers, brochures, letters or documentation of a presentation made. 

Any documentation should be kept in the office Civil Rights folders.

Extension Staff 
(Associates, Agents/

Educators, Specialists)



Procedures to Ensure Compliance Responsible Party

Each Program Area will develop and update quarterly a list of minority and 
underrepresented agencies, organizations, and groups to whom program 
announcements and newsletters will be routinely sent to inform members 

of the groups or participants in their program of educational programs 
and opportunities. Such program announcements and letters of outreach 
will include the Extension office telephone number, address and website 

information, and the affirmative action statement. A copy of this list should be 
kept in the appropriate Program Leader’s Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists) 
and Program Leaders  

Document efforts to reach minority and underrepresented audiences through 
mass media (which includes radio, newspapers, television, websites, and 

social media) to inform potential participants of the program and the
opportunity to participate. This documentation of these mass media 

efforts should be kept in the office Civil Rights folders.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

Any contacts via personal face-to-face meetings, calls, or written 
communication with the leadership of minority and underrepresented groups 
informing them of Extension’s programs and any invitations to participate in 

the programs being conducted should be documented (written notation of 
meeting/call or copy of letter/email/invitation). This documentation of 

personal outreach efforts to foster a more inclusive audience 
should be kept in the office Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

In meetings with other community organizations or agencies on which 
Extension educators serve, information about Extension programs and their 

availability for minority and underrepresented groups will be stressed.

Extension Staff 
(Associates, Agents/

Educators, Specialists)





Procedures to Ensure Compliance Responsible Party

Using Digital Measures, Extension personnel and the organization will be 
able to determine participation data and special accommodations made to 

reach underserved audiences by individual, parish, and by program area. The 
system will be queried for these items annually and reports will be kept in the 

appropriate Program Leader’s Civil Rights folder.

Extension Staff 
(Associates, Agents/

Educators, Specialists) 
and Program Leaders  

Extension personnel will document participation data, including participant 
demographics, and special accommodations made to reach underserved 

audiences for that program. Reports should be completed monthly.

Extension Staff 
(Associates, Agents/

Educators, Specialists)

A yearly assessment of Extension programs will be conducted to determine 
the services offered to audiences as compared to the eligible population-

the parity assessment as described above. Employees will prepare 
material for review by Supervisor.

VC Extension & Outreach
and Program Leaders

During the performance review process, supervisors will evaluate the 
employee’s programs and participation data with respect to compliance 

of the policies and procedures set forth in this document.
Supervisors

Each Extension Program Area will conduct internal audits (using forms in 
Appendix I) on an annual basis to ensure the Civil Rights 

plan is being implemented.

VC Extension & Outreach, 
Program Leaders 

The Civil Rights Administrator will also review office Civil Rights folders on an 
annual basis to ensure policies and procedures outlined in this Handbook 

are being followed by personnel.
Civil Rights Administrator

The Civil Rights Administrator will keep on file the federal review policies 
and guidelines, past federal audit reports developed, and the 

state response to those reports.
Civil Rights Administrator

The Civil Rights Administrator and Program Leaders will keep on file 
copies of the internal reviews and the corresponding recommendations 

until the next federal audit takes place.

Civil Rights Administrator, 
Program Leaders
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Cooperative Extension Program

Chancellor

Program Leader

ANR
Program Leader

FHS

Program Leader

Youth Development

Director

SARDI

Vice Chancellor

Extension & Outreach

Executive Assistant to the 
Vice Chancellor

Small Farms

ANR

Livestock Show

Urban Ag

Public Health

Communities of Color

Mental Health

Nutrition, Health & 
Wellness Youth Development

S.T.E.A.M

Rural Development

FHS

Youth Development

ANR

Community & Econ. 
Development
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