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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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