Purdue Extension – County Civil Rights Compliance Annual Report/County Review Guide

County: _______________________________________

Date of Completion: _____________________________

The performance of a Civil Rights Review is one of the major and unique requirements of Federal Civil Rights legislation.  It provides a systematic process for the assessment of compliance with Federal regulations as it pertains to policies, procedures, programs, and practices as well as the development and implementation of modifications and remedial steps taken to correct any instances where deficiencies are identified.  This guide is designed for Purdue University Extension Service staff in conducting a Civil Rights Evaluation and Review of their county program.  

To complete your annual report, please complete the following:
· County census data
· Part I relates to the total county program and 
· Part II pertains to each program area (Ag and Natural Resources, Health and Human Sciences, Community Development, and 4-H Youth Development).

Source: “Plans and Procedures for Administration and Implementation of Title IX of the Education Amendments of 1972 in the Cooperative Extension Service.” USDA-CSREES

Terms and Definitions
	Term 
	Definition/Explanation

	Historically underserved audience, underrepresented audiences

	Those groups of people that have been discriminated against in the past and who now by law are protected from discrimination.  Those groups listed in the EEO statement. 
Those audiences that have not been participants in Extension programs, nor have used Extension resources and services.

	Protected classes
	Those groups of people listed in the EEO statement.

	Complaint procedures


	Procedures are found in 
· the Civil Rights/Affirmative Action/ Equal Employment Opportunity Resource Manual located in each office, 
· on The Hub

	CR10 and CR 11
	The Collaboration Certification Information and forms can be found on The Hub. It is a simple statement that collaborators sign indicating that within the context of their association with Purdue Extension they do not discriminate.  These forms should be signed annually.




CENSUS DATA FOR ________________ COUNTY
Please complete the following chart using census data from the following website: 
https://factfinder.census.gov/faces/nav/jsf/pages/index.xhtml# 
Search for your county, then under 2010 census, click “General Population and Housing Characteristics”
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	Total

	Total Population
	

	Male Population
	

	Female Population
	



	
	Total

	Hispanic or Latino
	

	Not Hispanic or Latino
	



	
	Race
	Total

	One Race
	White
	

	
	Black or African American
	

	
	American Indian and Alaska Native
	

	
	Asian
	

	
	Native Hawaiian and Other Pacific Islander
	

	
	Some Other Race
	

	Two or More Races
	White; American Indian and Alaska Native
	

	
	White; Asian
	

	
	White; Black or African American
	

	
	White; Some other race
	



Part I
In order to ensure equal access and availability of Extension programs to all residents of the county, regardless of Race, Color, Creed, Religion, National Origin, Sex, Age, Marital Status, Disability, Veteran Status, and Sexual Orientation, this Civil Rights Evaluation and Review is designed for review,  discussion and subsequent corrective actions pertaining to the following questions:


1.	After completing the census data form, please identify areas in the space below in which you have large numbers of groups from protected classes.



2.	Please list organizations within the county that have large numbers of protected classes as members. How has extension reached out to these groups?



3.	Where do you find Civil Rights Laws and regulations on the Purdue Extension web site and in your office?  Please list all staff in your office who knows where to find this site.



4.	What should staff do if they receive a Civil Rights Complaint?  Does all staff know how to respond to complaints?



Public Notification/EEO

5.	Do you use the University’s Equal Opportunity Statement in all written materials and program announcements? What documentation do you have in your Civil Rights File from each of the program areas? 



6.	Are any of the mailing lists used in your county exclusively of one race, color, religion or sex?  Are underserved or underrepresented recipients coded on a master mailing list?  (Hand-coded on a master list placed in file with date of last update)  Please identify the mailing lists and explain.



7.	Have you documented any “extra efforts” to inform historically underserved audiences about Extension resources and meetings? Give examples?



8.	Does your Plan of Work detail ways you intend to expand participation of historically underserved audiences?  How will this be accomplished?



9.	Do you have the “And Justice for All” poster prominently displayed in your office and other facilities used by Extension in serving the public?  Are these posters present when conducting programming outside of your office/Extension facilities?



10.	How have you advertised job vacancies for county-paid staff?



11.	What efforts have you made to hire diverse staff?



12.	How are hiring and training done in a way that does not discriminate in employment practices on the basis of race, color, national origin, sex, and religion?



13.	Please list the organizations which have provided you a signed letter (or the CR 10 or 11) that the organization does not discriminate in membership or participation practices.


 

14.	Please name any organizations that staff collaborates with on an ongoing basis whose membership practices are discriminatory.  Describe the extent of that assistance.



15.	Please list examples in your files of non-discriminatory statements, photos, and graphics used to convey the message of equal opportunity in informational material released to the public.  List the type of document and date.




16.	Do you have examples of sex-neutral language—(elimination of sex discrimination, sex bias, and sex-stereotype language) in materials used in educational programs?  Please explain.




17.  Please complete the table below on the diversity of your Extension Board.  
	Gender
	Total

	Male
	

	Female
	

	Ethnicity
	Total

	Hispanic
	

	Not Hispanic
	

	Race
	Total

	White
	

	Black or African American
	

	American Indian and Alaska Native
	

	Asian
	

	Native Hawaiian and Other Pacific Islander
	

	Some Other Race
	

	White; American Indian and Alaska Native
	

	White; Asian
	

	White; Black or African American
	

	White; Some other race
	



18.	If your extension board is not diverse, what steps have been or are being taken to improve this situation?





1. Please give the date you last trained your Extension Board on their role in Civil Rights and Equal Opportunity matters. Has this training been documented in your civil rights file with an agenda or training outline?



20.	Please give the date and title of the last Civil Rights Training that staff in your county have attended.   
Date 		   				Title of Training 





Handicapped Accessibility

21.	Are all facilities used by Extension in your county accessible?  If not, how are they not accessible and what actions have you taken as a result?




22.	Please list any programs that were held in a non-handicapped accessible location in the last year.  Please indicate why it was necessary to use this location.




23.	Please list any accommodations made to serve the disabled in programs in the past year.  Be as specific as you can.

Part II – Program Areas
4-H Youth Development

1. Please list any planning/advisory committees that you have utilized for this program area and their diversity.  (Please put list each committee’s name at the top of the column.  Add/delete columns to meet your county’s needs.)
	
	
	Committee Name
	Committee Name
	Committee Name

	Gender
	Total
	Total
	Total

	Male
	
	
	

	Female
	
	
	

	Ethnicity
	Total
	Total
	Total

	Hispanic
	
	
	

	Not Hispanic
	
	
	

	Race
	Total
	Total
	Total

	White
	
	
	

	Black or African American
	
	
	

	American Indian and Alaska Native
	
	
	

	Asian
	
	
	

	Native Hawaiian and Other Pacific Islander
	
	
	

	Some Other Race
	
	
	

	White; American Indian and Alaska Native
	
	
	

	White; Asian
	
	
	

	White; Black or African American
	
	
	

	White; Some other race
	
	
	


					


2. If your committee/planning groups are not diverse, what steps have been or are being taken to make it more reflective of your county’s demographic makeup?  (Please list action steps).



3. Please list the dates and title of Civil Rights trainings given to committees/volunteers.  Is documentation of this training in your Civil Rights files?



4. How have you organized or structured the program to encourage diverse participation such as race, color, national origin, sex, and disability?



5. Do the newsletters, news releases or mass media efforts reach underserved and underrepresented audiences? Explain.



ORGANIZED CLUBS & GROUPS
6. Do you have race or sex segregated clubs or groups?  If so, what have you done to encourage integration?








Please complete the following charts:
	
	Number of 4-H or Community Clubs
	Number of same sex clubs
	Number of one race clubs

	Total
	
	
	



	
	Youth in 4-H or Community Clubs
	Youth in School Enrichment
	Youth in Special Interest

	Gender
	Total
	Total
	Total

	Male
	
	
	

	Female
	
	
	

	Ethnicity
	Total
	Total
	Total

	Hispanic
	
	
	

	Not Hispanic
	
	
	

	Race
	Total
	Total
	Total

	White
	
	
	

	Black or African American
	
	
	

	American Indian and Alaska Native
	
	
	

	Asian
	
	
	

	Native Hawaiian and Other Pacific Islander
	
	
	

	Some Other Race
	
	
	

	White; American Indian and Alaska Native
	
	
	

	White; Asian
	
	
	

	White; Black or African American
	
	
	

	White; Some other race
	
	
	



7.  Are officers of groups disproportionately of one race, color, national origin, sex, and disability?



8. How do you insure that rules, regulations, policies, procedures, and constitutions do not disproportionately limit participation by race, color, national origin, sex, and disability?



9. Describe how all reasonable efforts are being followed to increase participation of historically underserved audiences in 4-H, and other Extension youth programs?


Agriculture and Natural Resources

1. Please list any planning/advisory committees that you have utilized for this program area and their diversity. (Please put list each committee’s name at the top of the column.  Add/delete columns to meet your county’s needs.)

	
	Committee Name
	Committee Name
	Committee Name

	Gender
	Total
	Total
	Total

	Male
	
	
	

	Female
	
	
	

	Ethnicity
	Total
	Total
	Total

	Hispanic
	
	
	

	Not Hispanic
	
	
	

	Race
	Total
	Total
	Total

	White
	
	
	

	Black or African American
	
	
	

	American Indian and Alaska Native
	
	
	

	Asian
	
	
	

	Native Hawaiian and Other Pacific Islander
	
	
	

	Some Other Race
	
	
	

	White; American Indian and Alaska Native
	
	
	

	White; Asian
	
	
	

	White; Black or African American
	
	
	

	White; Some other race
	
	
	




2.	If your committee/planning group are not diverse, what steps have been or are being taken to achieve a diverse group?





3.	If you have any standing committees, please list the dates of Civil Rights trainings given to them.




4.	How have you organized or structured the program to encourage diverse participation such as race, color, national origin, sex, and disability?


5.  Do your newsletters, news releases or mass media efforts reach underserved and underrepresented audiences? Explain.


6.  Do you have race or sex segregated clubs or groups?  If so, what have you done to encourage integration?


7.  Are officers of groups disproportionately of one race, color, national origin, sex, and disability?



8. How do you insure that rules, regulations, policies, procedures, and constitutions do not disproportionately limit participation by race, color, national origin, sex, and disability?



9. Describe how all reasonable efforts are being followed to increase participation of historically underserved audiences in your Extension programming.


Community Development

1.	Please list any planning/advisory committees that you have utilized for this program area and their diversity. (Please put list each committee’s name at the top of the column.  Add/delete columns to meet your county’s needs.)
	
	Committee Name
	Committee Name
	Committee Name

	Gender
	Total
	Total
	Total

	Male
	
	
	

	Female
	
	
	

	Ethnicity
	Total
	Total
	Total

	Hispanic
	
	
	

	Not Hispanic
	
	
	

	Race
	Total
	Total
	Total

	White
	
	
	

	Black or African American
	
	
	

	American Indian and Alaska Native
	
	
	

	Asian
	
	
	

	Native Hawaiian and Other Pacific Islander
	
	
	

	Some Other Race
	
	
	

	White; American Indian and Alaska Native
	
	
	

	White; Asian
	
	
	

	White; Black or African American
	
	
	

	White; Some other race
	
	
	




2.	If your committee/planning group are not diverse, what steps have been or are being taken to make it more reflective of your community’s diverse population?






3.	If you have any standing committees, please list the dates of Civil Rights Trainings given to them.





4.	How have you organized or structured the program to encourage diverse participation such as race, color, national origin, sex, and disability?



5.  Do your newsletters, news releases or mass media efforts reach underserved and underrepresented audiences? Explain.


6.  Do you have race or sex segregated clubs or groups?  If so, what have you done to encourage integration?


7.  Are officers of groups disproportionately of one race, color, national origin, sex, and disability?



8. How do you insure that rules, regulations, policies, procedures, and constitutions do not disproportionately limit participation by race, color, national origin, sex, and disability?



9. Describe how all reasonable efforts are being followed to increase participation of historically underserved audiences in your Extension programming.


Health and Human Sciences

1. Please list any planning/advisory committees that you have utilized for this program area and their diversity. (Please put list each committee’s name at the top of the column.  Add/delete columns to meet your county’s needs.)
	
	Committee Name
	Committee Name
	Committee Name

	Gender
	Total
	Total
	Total

	Male
	
	
	

	Female
	
	
	

	Ethnicity
	Total
	Total
	Total

	Hispanic
	
	
	

	Not Hispanic
	
	
	

	Race
	Total
	Total
	Total

	White
	
	
	

	Black or African American
	
	
	

	American Indian and Alaska Native
	
	
	

	Asian
	
	
	

	Native Hawaiian and Other Pacific Islander
	
	
	

	Some Other Race
	
	
	

	White; American Indian and Alaska Native
	
	
	

	White; Asian
	
	
	

	White; Black or African American
	
	
	

	White; Some other race
	
	
	




2.	If your committee/planning group are not diverse, what steps have been or are being taken to make it more reflective of your community’s diverse population?






3.	If you have any standing committees, please list the dates of Civil Rights Trainings given to them.


4.	How have you organized or structured the program to encourage diverse participation such as race, color, national origin, sex, and disability?


5.  Do your newsletters, news releases or mass media efforts reach underserved and underrepresented audiences? Explain.


6.  Do you have race or sex segregated clubs or groups?  If so, what have you done to encourage integration?


7.  Are officers of groups disproportionately of one race, color, national origin, sex, and disability?



8. How do you insure that rules, regulations, policies, procedures, and constitutions do not disproportionately limit participation by race, color, national origin, sex, and disability?



9. Describe how all reasonable efforts are being followed to increase participation of historically underserved audiences in your Extension programming.


Goals and Action Steps
Please use your goals set for 2019 to complete the following section.
	2019 Goals/Action Steps
	2019 Accomplishments

	











	


After reviewing your goals for 2019 and describing your accomplishments, please set new goals for 2020 and outline the action steps your office will take to meet these goals.
	2020 Goals   
	Action Steps to meet your goals
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