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Trrn BEGINND:G OF EXTENSION WORK 

In 1903, Seaman A. Knapp, Special Agent in the United States Department 
of Agriculture, was invited to Terrell, Texas, to discuss with businessmen 
the serious condition in agriculture and business caused by the spread of 
the cotton boll weevil over Texas. 

Dr. Knapp, who had been a farmer, a school teacher, and later president 
of the State Agricultural College at Ames, Iowa, had developed certain 
theories of his own, born of his own practical experience in farming. He 
had demonstrated these theories successfully in developing the Southwestern 
section of Louisiana with farmert: from the midwestern States. 

On February 29, 1903, with the cooperation of the businessmen of Terrell, 
Dr. Knapp established in Kaufman county the first privately-owned demonstra­
tion farm. It was managed by Walter C. Porter, son of the owner. 

This demonstration was supervised by Dr. Knapp and the businessmen 
of Terrell guaranteed the owner against any loss as a result of carrying 
out recommended practices, At the end of the year, Mr. Porter reported 
that he had cleared $700 more than he could have expected under the ordinary 
methods of farming. 

As a result of the success of this demonstration, Farmers Cooperative 
Demonstration Work was organized in the Bureau of Plant Industry, U. S. 
Department of Agriculture, on January 15, 1904. Funds for this new depart­
ment were furnished from an appropriation made by the Congress to combat 
the boll weevil. 

The immediate plan was to induce other farmers in Texas to follow the 
methods used on the Porter farm, thus proving to themselves . and to .th.ei:r 
neighbors that farming could be profitable in spite of the boll weevil. 
Seaman A. Knapp wss placed in charge of this department, with his head~ ­
qua.rters in Old Masonic Temple, Houston, Texas. 

Since this was the beginning of demonstration work, the following 
statement by Dr. Knapp in his first report on the Porter demonstration is 
interesting, and just as true today as in 1904: "The object of all such 
demonstrations is to test or prove some important fact bearing upon agricul­
tural conditions. If these demonstrqtions are conducted in such a way 
that few persons see the result, or learn about them, little is accomplished." 

The idea of demonstration work spread readily and men were employed 
to travel along the railroads, establishing demonstrations on fg,rms near 
the towns where there wo. s sufficient local interest. In 1S04, thirty-three 
special agents were employed by Dr. Knapp to establish demonstration farms. 
These agents worked two to six months in the early part of the year, and 
were paid from sixty to eighty dollars por month plus trave11.ng expenses . 





In 1906, the businessmen of Terrell, Texas appealed to Dr. Knapp for 
a man to give his entire time b t :1 1.:.ir coui.1t y and offer :ecl, if this appoint­
ment were made, to pay a part of his salary. As a result of this request, 
the first agent to work exclusively in one county was appointed November 12, 
1906. This first county agricultural agent was W. C. Stallings, 

State: In 1906, Dr. J. D. Eggleston , then State Superintendent of 
Public Instruction, on learning about the work of Dr~ Knapp, invited him 
to Virginia. While in the State, Dr. Knapp got Mr. T. O. Sandy, of Burkeville, 
Virginia to be a demonstrator. The demonstrations conducted by Mr. Sandy 
und.er Dr . Knapp's direction were so satisfactory that in 1907 Dr. Knapp 
made him state agent and gave him authority to appoint some eight or ten 
additional agent8 to help with the work. }'T..r. Sandy set to work immediately 
and soon surrounded himself with a group of as practical and devoted men 
as have ever given t~rnir lives to agricultural educat5.on . 

The first of these assistants to be appointed by Mr . Sandy was 
F. S. Farrar of Amelia County, who began work October 1, 1907. Early in 
1909, he organized about 100 boys in Dinwiddie and Chesterfi.eld counties 
into "corn clubs". The instructions given these boys were so good and the 
work done by them so thorough that they made an average of 65 bushels of 
corn per acre on farms on which the average production was only 17 bushels 
per acre. 

This was a new thing in education, and here and there school superin­
tendents and others began to show interest. \AJ . C. Shackelford was appointed 
demonstration agent with headquarters at Charlottesville and J. H, Quinsenberry 
with headquarters at Louisa. Within the n0xt yeo.r or two followed the 
appointment of W. P. Moore in Bedford and J. G. Bruce in Culpeper. 

Gi.rls' club work in Virginia started in Nottoway and Halifax Counties 
in 1910 under the direction of Miss Ella G. Agnew of Nottoway County. 
This work WR.S first known as "girls ' canning club work" and gave the farm 
girls in their homes th e same type of instruction that was being given 
to farm boys on their farms. Witbin a few years this girls' canning club 
'Work had gained so much favorable recognition that the agents doing it 
became known as home demonstration agents . 

From the beginning those in charge of farm demonstration work realized 
that in the Southern states improvement of living standards among the 
Negro farmers was just as important as among the whites, and that the best 
way to do this work with the Negroes was through Negro agents. The first 
such agent to be appointed in this state was J. B. Pierce, of Hampton 
Inst.i tute, and the sound , sane leadors:1ip which he exhibited from the be­
ginning is largely r esponsible for the prcse11t strong program of Negro 
extension work, not only in Vireinia but in a number of other Southern 
states. 

After the passage of the Smith-Lever Act, the headquarters for the 
work in Virg:i.nia were removed from Burkeville to Blacksburg and this type 
of education became known as Coope;rative Extension tJork in Agriculture and 
HomG '8conomics . The first acting dirr::ctor of this work was Dr. J. D. 
Eggleston, then president of the Virginia Polyt echnic Institute. 
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For a more complete history of extension work, read the following: 

These may be borrowed for a short time from the state office of the 
Virginia Agricultural Extension Service. 
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II 

LEGISLATION RELA1'ING TO EXTENSION WORK 

£:EDERAL ~\ill 

The present relationships between the United States Department of 
Agriculture and the Land-Grant Colleges in Extension work has evolved through 
many years' experience in cooperation. In order to understand them, it 
is necessary to have clearly in mind certain high points of Extension history. 

Both institutions were established in 1862. The Enabling Act establish­
ing the Department of Agriculture says in part: "There shall be at the 
seat of government a Department of Agriculture, the general design and 
duties of which shall be to acquire and to diffuse among the people of 
the United States useful information on subjects connected with agriculture 
in the most general and comprehensive sense of the word," In the Morrill 
Act of 1862, donating lands for Colleges of Agriculture and Mechanic Arts, 
the purpose was stated as follows: "To the endowment, support and mainten­
ance of at least one college (in each state) where the leading object shall 
be to teach such branches of learning as are related to agriculture and 
mechanic arts. 11 From these two acts it is evident that education is one 
of the basic purposes of the Department just as it is the major purpose 
of the colleges. 

The Morrill Act of 1862 specified how the land should be donated, 
the apportionment among States, how money derived from the sale of lands 
should be invested and the details of accounting and reporting to the 
United States. Under this act the Virginia Polytechnic Institute was 
established in 1872 as Virginia's Land-Grant College, The Second Morrill 
Act of 1890, and the Nelson Amendment, of 1907, increased the endowment 
of the Land-Grant Colleges. 

The Hatch Act of 1887 provided for the establishment of experiment 
stations at the Land-Grant Colleges. Finally, the Smith-Lever Act in 1914 
provided for Cooperative Extension work between the Department of Agricul­
ture and Agricultural Colleges benefiting from the Morrill Act of 1862. 

The purpose of the Smith-Lever Act is stated in the law as follcws: 

"That in order to aid in diffusing among the people of the United 
States useful and practical information on subjects relating to agriculture 
and home economics, and to encourage the application of the same, there 
may be inaugurated in connection with the college or colleges in each State 
now r eceiving, or which may hereafter receive, benefits of the act of 
Congress approved July Second 1862 • , ••• agricultural Extension work 
which shall be carried on in cooperation with the United States Department 
of Agriculture •• , • 
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"That Cooperative agricultural extonsion work shall consist of the 
giving of i nstruction and pr a ctical d ,:~r~~nnst .r·ati.()n s i n agd ci-1 tur<; and h omG 
economics to persons not att end ing or r es ident in said college (the Land­
Grant Colleges of the States), and imparting to such persons information 
on said subj ects through fi eld demonstrations, publications, and othGrwise; 
and this work may be mutually agr ;;; ed upon by the Secretary of Agriculture 
and t he State College or Coll e~-res r c-; cEdv i ng the benefit s of this act • 11 

Thus, can be seen the gr adual evolution of Ext ension w::>rk from the 
establishment of the Department of Agriculture , and the Land-Grant Colleges, 
in 1862. The DepartmGnt was established to acquire and diffus e agricultural 
knowl edge ; t he colleges to sprsad such knowledge in th e States t hrough 
r esid ent instruction; the Hatch Act of' 1R87 to develop further knowledge 
through r es earch and experimentation; and finally, th~ Fixt onsion Service 
to carry such knowledge to all the people not attending tho colleges. 

Other acts of the Congress, whici1 made additional appropriations for 
Extension work in the States, wor s as follows: 

The Capper-Ketchem Act of 1928 
The Bankhead-Jones Act of 1935 
The Act of 1939, and thG amendment of this Act in the 

DGpartment of Agriculture Organic Act of 1944, and 
The Bankhoa0-F,lannagan Act of 1945. 

1. Act of 193C1 to Prohibit Unauthoriz ed Us e of 4-H Club N-:i.me or 
Insignia: 
This act makes it unlawful for any person fals ely and with intent 
to defraud to r epr osent himself to be a member of, associated 
with, or an agent or r Gpresonta ti V t? from th e 4-H Clubs, for any 
purpose wha tso over, or to wear or display t he embh:m or imitation 
thereof for advertising business, or charitable purpos es, except, 
those persons duly authoriz ed to do so by the S0cretary of 
Agriculture . The t nrm 11 pGrson 11 l ncludos individuals, partnerships, 
corporations and associations. T~ 1 e penalty for conviction or 
violatiJn of any provisions of this act is a fino of not more 
than $300 or imprisonment for not more than six months, or both, 
for each offense. 

2. Unit ed States Employees Compensation Act of l ql6: 
This act provides the following benefits if injury is sustained 
while in th u performance o.f duty: 

a. Medical, surgical and hospital service and supplies, 
and transportation if n8ccssary to obtain them. 

b. Money benefits whil e employee is disa blsd for work, 
based on pay r ecei.vDd L' rom f unds of fodernl origin 
only. 

c. Burial expens e not to exceed ~t200, 
d. Money benefits in cas e of death. 
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Extension employees should be familiar with th e instructions sent 
from headquart ers on what to do if 1njur ed, and '" i th tho curi-,.nt list of 
medical officers and physicians provided by t he Compensation Commission. 
In case of injury be sura to notify the Director immodie.tely, 

LAWS OF GENF.:rtAL APPLICABILITY WHICH CARRY A Pf1'JALTY OF DISMISSAL FROM OFFICE 

Following is a list of th e principal law violations of which make 
dismissal from office mandatory r t.:gardloss of the circumst~mces . In addition 
to dismissal, some of the laws impos e heavy fin es and imprisonment, 

1. Vngaging in a strike against tho gov ernment, or mombership in an 
organization of government employees that ass erts the right to 
strike against the government. (Public Law 422 , ?9th Congress) 

2. Engaging in prohibited political activity. General prohibitions 
include , but are not limited to, taking active part in political 
management or campaigns; using official authority to int erferG 
with or affect the r esults of an el ection; soliciting; r eceiving 
or transmitting contri butions f or political purpos es ; and being 
a candidate for, or holding public office. Political activity 
is prohibited in city, county, State, or national el ections 
whet her primary or rcgul~r, or in behalf of any party or candi­
date , or any measure to be voted upon. (Hatch Political 
Activities Act) 

3. Membership in a political party or organization w·1ich advocates 
the overthrow of our C'Jnstitutional form of government by forc e 
or violence. (Public Law 422, ?9th Congr ess) 

4. Soliciting contributions for or making donations for gHt to 
official superior or acc ept ing such a gi f t. ( 5 U. S. God o 113) 

5. Using government funds or time to i nfluence members of Congr ess 
to favor or oppose l egislation. (18 U. s. Code 207) 

6. Asking +'or, ace opting or r eceiving a bribe . ( 18 U. S. Code JO?) 

In 1914, tho General Ass 8mbly of Virginia enacted Laws providing for 
Extension work in cooperation with th e f ederal Smith-Lever Act. It is 
known as Appropriation Act of 1914, (Acts ·:;f the General Ass embly of Virginia, 
1914, Chapter 353, Page 710). Required funds wer e appropriat~d to offs et 
the f ederal funds, and county boards of sup~rvisors wer s authorized to 
appropriat e for salaries and otlier costs 8f County Extens ion Agents, There 
have boe:m a f ·3W amendments, but t1:ie od ginaJ_ act r emains essentially th o 
same. 

-6-
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III 

EXTIN·SinN FUNCTIONS 

The function of Ext ensi-:m is t oo. ch:i.ng in the broadest s ons o of the 
word. It is not th e day-by-day lesson work of the classroom that we usually 
associate with th e word te~chi..ng. 

Tho classroom of Extc;nsion is th e farm, tho farrr, buiJ.ding , th e.~ field, 
and the home . Extension strives to t each l essons that will increase 
income , improve the way o.f living and promote th e happiness of farm pt;ople . 

Extension endeavors to find out t h0 prohlems of f arm people. It brings 
to f rm people info:cmation from experimental l abor.?.tories that will help 
them solve their problems . It takes the problems from the homes and farms 
to the experimental sta tions which helps to guide the res earch work of 
the future. 

F~tension work is not limited to V.nowl edge on how to improve farm and 
home practices, or how to meet specific problems, t hough thes e are important 
and receive considerable en:phasis. A major part of Extensbn effort is 
directed towqrd other large aims. Developing leadership abili t ies among 
the people is one of them . Another is fostering the a bi:!.i ty to make and 
use pla ns for f '·.r r: , honje 0. nd· cor.imuni ty inprovoment . 

To be truly successful Extension must reach every member of the family -
the adults, the older youth , nnrl the children. To reach all levels, both 
social and economic, Extenslon uses every known met h '.)d o.f teach i ng and 
takes the lead in finding new ones. The successful Ext ension worker is 
alert to use every new type of teaching that will carry home th e desired 
lesson. 

The authority and the responsibility for this teaching job is given 
to Extension in the Smith-Lever Act nnd subsequent l egislation. The basis 
on which Extension work is conducted is l aid down in wha t is vnown as the 
"Mem::>randum of Underst'.2:,nding .Qf, ig1411 • This is an agreement between V. P. I. 
and U. S. Department of Agriculture for the organization nnd conduct of 
Extension work in agriculture and 11.ome economics in the state. 

In the Memorandum, the V. P . I, agr ees : 

1. To organize and m~intain a t t11e college a definite a nd distinct 
adn:inistra tive division for t ~.1e man'..l§!·ement and conduct of 
Extension work, with a responsible l eader selectec1 by the 
college and satisfactory to the Department of Agriculture. 

-7-





2. To administer throurh such 'Fxtensl on Dlvi.s :i.on any and all 
funds it has or may rec ej.ve f1·om Congress or the Stnte Legislature, 
by allotment from its board of directors, or .from any other 
source, and 

3. To cooperate with the U. s. Department of Agriculture in all 
Extension work which is or may be authorized by Congress to 
conduct in the StD.te of Virginia . 

The U. S. Department of Agriculture agrees: 

1. To establish in the Department of Agriculture a States Relations 
Service (a~terward designated Extension Service) which represents 
the Department in the general supervision of all cooperative 
r;~xtension work in which the Department will participc.te in the 
State, and have charge of the Department's business connected 
with the administration of' all funds provided to the St ate by 
Congress for Extensi8n work. 

2. And to conduct in cooperation with V. P. I. all demonstration 
and other forms of Extension work which the Department is 
authorized by Congress to conduct in the State. 

The V. P. I. and the Department of Agriculture mutually agree : 

1. That the cooperative Extension work in Virginia shr;J.11 be planned 
under joint supervision of the Stnte and Natbnal Directors of 
Extension, and that the approved plans sh'.:tll be execut ed 
through the Extension Divi.sbn of the College in accordance 
with the terms of the individual project agreeme nts . 

2. That all agents appointed for coope1·a tive Extension work 
in Virginia involving the use of direc t Congressional 
appropriations to the Dep~rtment of Agriculture, sh~ll be joint 
representations of the V. P. I. and the U. S. Department 
of Agriculture, and the cooperation shall be plainly set f orth 
in all publications and printed matter issued or used in connection 
with co operative Ex tens ion work by either the V. P . I. or the 
U. S. Department of Agri.cul ture . 

3. That the plans for the us e of Extension funds shall be mnrJ.e by 
the Bxt ~~nsion Division of the V. P. I., subject to the approval 
of the Secretary of Agriculture, 9.nd when so approved, shall be 
executed by the Extension Division of the V. P. I. 

4. That the he0.dquarters of the Virginif:l Extension Service shall be 
at the V, P . I., Blacksburg, Virginia. 

Further clarification of the functions of Ext ension is set out in the 
"Extension Service Charter", issued by the Secretary of Agri culture to 
the National Director of F':.:Xtension on February 11, lq42. Following are 
excerpts from that chapter. 
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"The Extension Service is r E: cngni.zed as the responsible subj ect-matt er 
·agency that t aps th e economic and scientific information of this Department 
and of the State Experiment Stations and uses this information in a practical 
way in guiding farm people in all ph~ses of farm:lng and homemaking in 
the most comprehensive sense. 

"The Extension Service is r esponsible for all group or general educa­
tional work essential to a fund3.mental understanding of all action programs; 
Extension sho111.d sponsor all officially cal.led farm meGtings for this 
purpos e; it should otherwise see to it t ~1{'.l.t no farme r or fo.rm wom:3.n in 
America is lef t in the d3rk a s to the why and how of all public effort 
aff ecting rura l wel fare • • . 

"Under the provisions of the Smith-Lever Act, it is clear that the 
work of th e cooperative Extension employees, whether county agents, home 
d emonstration agents, boys and gfrls cJ..ub agents, or other cooper a tive 
Extension workers, is educa tional. These Extension workers ar o public 
t eachers paid with money largely raised f rom all of the people by taxation 
and are chf:lrged with giving instruction nnd pr·:.. ctical d emonstrations in 
agriculture and home economics. Their work covers the entire rural field, 
which includes economic production, economic marketing, and the develop­
ment of better home, community nnd social conditions. 

"It is not a part of the official duties of Extension agents to per­
form for individual f armers or for organizations the actual oper a tions of 
producti.on,, marketing, or the v9. rious acti vi t i\:;s necessary to the proper 
conduct of business or social organiza tions. They may not properly act 
a s organizers for former associations; conduct membership cn.mpaigns; 
solicit membership; edit organiza tion public'.l tions; mnnage cooperative 
business enterprises; engage in commerical activiti es~ ::t ct a s financial 
or business agents, or t ake part in a ny of the work of farmers organiza­
tions, or of an indi vidua;l farmer, which is outs ide of their duties as 
de.fined by the law and by th e approved proj :cts governing their work." 

The function of Agricultural ExtGnsion is education. The obj ect of 
this kind of instruction is to extend to f qrmers, f arm women, boys and 
girls on their farms and in their homes ... to 9.dul ts and youths who do not 
have t he opportunity to attend regul~1. r co ur ses of instru tion in college -
th e bene.fi ts of knowl edge and i.nformn ti on - acquired throu gh r esearch by 
the College of Agriculture, whi.ch includes Home Economics ar1d the U. S. 
Department of Agriculture. Th e educ·.1 tional service is available to all 
people in the State, white and nogro, reg.'1rtUess o ": economic status who 
desir e instruction in agriculture ·rnd home economics. 

Te.aching is largel~: - done by practical dcr-:onstr~1tions wi.th individunl 
farmers and farm women on the farm 8r in the fqrrn home respectively; with 
individual farm boys a ncl girls; with organl zed groups of f·;.rmers, f e.rm 
women and boys and girls; o.nd in various other wr:.J.ys. For example , instead 
of simply instructing a farm woman how to arrange her kitchen most con• 
veniently , she is actually shown how to do it wl th the fixtures and 
appliances in her own kitchen. 
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Agricultural Extension instruction utilizes the equipment ann . .:IA.cili­
ties which a.re found fo the f a rm home or on the f '.3. rm, and a d11pi:.R thorn in 
a ve.ry practic·J. l wo.y t o t he i m}- l 'OVt; cl msthod or prnctice being t3.11g h t. 
Systematic courses of instrt~ction are not taught on o.ny particulo.r subject. 

Fxtension education endeavors to bring to farm fanlilies," adults and 
youth, the bGst inf or ma ti on on farming, n . .ar keting , and home economics , 
le!::i.rned f ron pr ~ l ctic1.l expGr i ence of other farmers 'lnd f ri.rm women and from 
scientific res unrch, 8.nd O./~o.pt it to the particular situation existing 
on the individual farm, in the horae and tho community. It also endenvors 
to bring to f ,:trm families inf orma ti on on social and economic rn'.:l. t ter -
community, county, State a.nd Na tional, that influence their w6lfare. 

The fundamental philosophy of Extension education is th:it it is possible 
to make the best better; that there i.s nlw!'lys opportunity for improvement 
through the use of r vsul ts of scientific reseo.rc~1 and knowledge. In other 
words, the grent objective of il.gricultural Extension educdtior is to t ench 
and encournge f .1J.rm-home practices and programs that make it possible for 
the f arm family to get the maximmn income tho f -:1rrrl will afford and at the 
same time conserve and incre11se VJ e productivo capacit :r of the fe.rm for 
future gcnor~ tions and, in th e home , m'J.kE: possible such comforts and con­
vGni.ences as will give the fg,rm family t'.'.le grff:i. test cont ontmont and enjoy­
ment in livtng. For the f:irr:i youth, the obj octive of ;1,gricultural Extension 
work is to develop those characteristics that make for good , cons t ructive 
citizenship and success in who.tever vocation they ~ny follow. 

From the for egoing, H is obvious that Agricultural Ext ension is a 
v..ery broad field of education. It involves informRtion ~nd instruction 
on every problem confronting th e farm family . 
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EXTENSION ORGANIZATION 

Each Fxtensj.on worker should have a cle~r underst[.mding of his or 
her rel~ tionship to every other member of the organization, and of the 
duties and responsibilities of eG.ch. Only by such understanding can con­
fusion be avoided and a state of unity and cohesion attained. 

Tho Virginia Agricultural Extens:i.on Service is organized under three 
general fields; the administrative and supervisor staff, county extension 
agents and subject-matter specialists. 

I 

The personnel of the Virginia Agricultural Extensi01i Service rr.ay be 
classified into four groups: (1) Administrative; Director, Associate 
Director, Assistant Directors, and District Agents. (2) County Agricul­
tur~l Agents, Home Demonstration Agents and assist.ants, . white and negro. 
(3) Specialists in subject matter. (4) Clerical and secretarial personnel. 

ADMINISTRATIVE 

The Director of Extension is administratively responsible for all 
agricultural Extension work in Virginia. He is responsible to the Board 
of Visitors of V. P. I. through t 1

1 e President. Also, he is responsible 
to the Director of Extension, U.S.D.A. The office of the Director is 
charged with the following duties: 

1. Development and maintenance of a plan of administrative organization. 

2. Selection, training, assignment and supervision of Extension 
personnel. 

3. Determination of over-all State Extension policies and methods 
of carrying them out. 

4. Determination of major Extension activities in keeping with the 
changing needs of the people. 

5. Evaluation of the Extension organization and programs. 

6. Arrangement .for funds to financ.e the Extension programs and "the 
administration of federal, state, and county funds. 

7. Keeping the public informed of the purposes, p~ograms, operations 
and accomplishments of the Extension Service. 

8. Reporting through proper channels eac 1 year to the Governor of 
the State and the Secretary of the United States Department of 
Ag:ricul tu:re on the use made of funds and the accomplishments of 
the Extension Service. 
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The Qire£1.Q!: is specifically responsible for the following: 

1. Personnel recommendations and the coordination of all Extension 
activities . 

2. Approval of all requests for le~ve and out-of-State travel. 

3. The preparation of Stat G budgets o.nd the supervision and direction 
of budget vXpenditures. 

4. Approval of nll Stnte projects and county progr::tms, plans of 
work and reports. 

5. Recommendations for appointm~)nts , promotions, salary increases 
and leave for professfonal improv ement. 

6. Supervision of the use of USDA frec1 mailing privilege. 

7. Approval of all Extension publications, news releases and radio 
scripts. 

Th e As.so£..i1te Jllr~ is in cho.rge of budgets, personnel, property, 
supplies and for tho maintenance of all financial ~nd personnel r ecords. 
In the ~bsance of the Director, he answers the r esponsibilities of the 
Director . 

The ~21~~~nt Di!..§£i2.t.1! are in ch~rge of Ext ension work in the various 
counties through tt1e District Agents. One Assist~nt Director is in charge 
of the Home Demonstration work, and one Assistant Director is in charge 
of the Fxtension work in the field of Agriculture . 'rhe two A~rnist~nt 
Directors have the responsibility of working with specialists ~nd district 
agents to see that specfo.list ass ist~nce is utilized in an cf.ficicmt manner 
and in such a wo.y o.s to be of gro::.ter help in strengthening the county 
extension workers and their respective programs of work. 

The District Ageni§., mon and women, are closely associ~ted with ~nd 
r esponsible to the J'~xt ension Director through th e r::i.pproprfot e fi.s sistant 
Director for th e supervision of their r espective districts. They guide 
and counsGl the county Extension agents in ordGr to accomplish t~e objectives 
of the Director , and assist county Extension r:.gents in anal:vzing , plan-
n:i.ng and fitting togeth er the ve. rious pr.i rts of a coordinat ed program. 
District Agents assist in providing 1. r'.Jf,qua.te publicity for counties in the 
district, promote desirable public r 0l f). tions nnd tr~in the county workers 
in Extension educational methods . 

District Agents iristruct the county workers in polici0s nnd triin them 
in proc edures. Th~y stiTtlul!J.tc them to gre1.t er profi.ciency, and evalu:ito 
worker and programs to determine progress nade and objectives reached. 

They maintain financial ~nd cooperative relations with the Board of 
Supervisors and also bring to the att ention of the Stato Director observa­
tions and suggestions from the fi eld. 
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They assist county Extension o.gents in making the most effective Upe 
of specialists so that the. bpst ~nformat~on can be brought to county programs, 

SUBJECT..,MATTER SPECIALISTS 

The subject-matter specialists are responsible to the heads of their 
respective departments in the college for the subject matter taught and 
to the Director through the hSsistnnt Director for field activities and 
for r 0sults obt~ined. 

The function of specialists is to furnish leadership in their subject­
matter fi elds and keep county Extension agents up to date in their subject­
ma.tter field ~nd to assist them in the planning, organization and cr:i.rrying 
out of the county Extension program. They study and observe r esearch 
agenciGs and t he practices of successful farm ers and homemakers. They 
tr!3.nslate research inform:ition into easily undorstood terms, and serve as 
a bridge between research, the county Extension agents, and the people. 
It is their job to instruct county F.xtension agents in information, 
methods, and procedures which can be used in the solution of farm, home, 
and community problems. They assist with the planning of county and 
State programs. 

The specialists write Extension bulletins, press, and magaz,ine articles, 
prepare radio scripts, circular letters, slides, charts and other teaching 
aids, for their own use and for the use of the county Extension agents. 
They conduct studies to determine the effectiveness of teaching methods 
and the profress of the programs in their special _fields. They train 
Extension agents in the effective use of teaching methods peculiarly · ". 
adapted to the subject matter involved. They cooperate with other special­
ists and with district agents in the carrying on of integrated programs 
and in the development of teaching methods and plans. 

RESPONSIBILITY Oi? SUBJECT-MATTER SPEC IA LIST 

A good subject-matter specialist is a good student. He must have a 
good educational background coupled with experience and then keep up to 
date on the results of research by his own and other state experiment 
stations as well as the results obtained by farmers in the .field. His 
scope of study must cover the entire f:i.eld to which he is assigned. His 
knowledge will be secured from books, publications, personal contacts 
with Federal Extension workers, Extension workers within his own state and 
in other states as well as tt1rough personal conferences with county 
Extension workers and farm people. 

His job is one of constant observation and analysis. In order to 
give sound advice he must know the problems in the various areas of the 
state in his particular field. This knowledge can be gained through contacts 
with l eading .fRrmers, county Extension workers and others who are inter­
ested in the same and related fields, 

The specialist must also keep posted on changing economic conditions 
affecting his or her subject. It will be their duty to keep the county 
Extension workers informed of those changes. 
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. HOW THE SPECIAL~E:?T WORKS WITH OTH "f1:RS 

,Althqugh the main objective or th~ specialist is to assist ccpµaty 
Extension workers in developing and carrying out of a plan and program of 
work, no one specialist is responsible f or all subject matter that will 
be used in support of a county program. Many enterprises and activities 
are related to one another, an ·l. for this re.qson county workers will need 
to correlat e those ' various subjects in such a manner as to best serve and 
strengthen the county program of work. In order to render the best service 
a specialist will find it necessary to keep in close contact with other 
specialists and use .portions of rebted subject matter to strengthen his 
own. For example, the dairy specialist may very well make use of ·the 
subject matter of the agronomist which pertains to the product:l.on of pas­
ture and hays. Sometimes a specialist will find it advantageous to 9ombine 
portions of his subject matter with those of several other specialists in 
order to form a more complete and well ronnded body of informati~n. For 
example, a good farm food program may be based on subject matter supplied 
by several specialists as (1) food and nutrition, (2) dairy, (3) livestock, 
(4) poultry, and (5) horticulture. A close working relationship bGtween 
specialists who have a sympathetic understanding of each other's subject 
matter helps to strengthen the work of all of them. 

Since 10.14, a number of Federal and State Agencies have entered the 
field of agriculture. There is also an increasingly large number of indus­
trial, commercial and farm organizations who are showing an active interest 
in agriculture to the extent that many of them maintain personnel to 
carry on educational work. A thorough understanding of the policies and 
regulations of the Federal and State agencies as well as of those other 
organizations will help each spr:i ciaUst to give better guidance in his own 
subject matter field and thereby strengthen the work o:f th e county workers. 

When working in the various counties in the State the specialist should: 

1. Recognize the county Extensfon workers as th e local representa­
tives of V. P. I. in th8ir respective counti es, and recognize 
that the only justification for the employment of specialists is 
to assist and support t he program of county Extension workers. 

2. Give county workers proper credit for each and every achievement. 

3. Except where unusual circumstances r ;.-:)quire it, work in a county 
should always be with and th rou.g:1 the county Extension workers. 
Visits to farms or att endance at meetings should always be made 
with the full knowl edge and consent of th e county ~xtension agents. 

4. Keep the district agE!ntE :i.nformed of proposed visits to counties 
and clear all programs with them. 

5. Specialists should send the county I;xt ension agents a copy of all 
correspondence with farmers and oth ers in the county. 

All county Extension agents are engaged in two fields of subject matter 
in each county - agriculture ~ nd homemaking - with adults and youth. These 
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two fields 3re combined in the fo.mily approach to th e solving of rural 
problems and require the close cooper .1ti.on of all county F.xtension workers. 

As tho county repros ont ·:i. tivcs of the Agric1JlturaJ. Extension Service 
of the Virginia Polytechnic InsUtute their responsibilities are to: 

1. Study and analyze in joint conferences of all Extension agents 
the county, its ngrfoulti1re nnd its homes in order to know its 
resourc us, probl.:ms and possibilities. 

2. Aid rural people in establishing and n1flintaining the necesso.ry 
groups of men, women and young people for determining programs 
and policies relating to the farm, the home and community life. 

3. J:;vol VG, with the assistance of the people of the county, an 
Extension program based upon the needs and problems of 1nen, women, 
and young people, as <letermi.ned by the poople themselves. 

4. Promote an educ'.ltional program r £1ating to agriculture, homemaking, 
and rural life for men, women, and young people. 

5. Assist young people in their economic, cultural and social develop­
ment and in their acquisition of knowledge , skills 8.11d a tt:i tudes 
which will better ~mable them to ass1.lme a useful pla.ce as citizens. 

6. Discover and develop rural l ead ers. 

7. Maintain good r olations·lip with other agencies and organizations 
interested in wc:3lfare of rur.J.l poople in order to coordinate 
ve..rious programs conc orn:1.ng agriculture and homemaking. 

8. Maintain an offichmt o""fke wh erE) the people of the county may 
obtain us eful and prnc t icnl inforrna ti on. 

9. Record accomplishments of county Extonsfon ac;onts. M.1.ke reports 
to the State Extension Service, and t h rough t:1e press, radio, 
3.nd other means of communication, koop th8 people of the county 
informed of problems, solutions and r &sults. 

10. Bring to local p0opl o f a cts, and proc edures concerning State, 
National and Int ernational pro2i;r-~ms aff ecting· rural people . 

11. Keep professiomlly r;ibreast with social and econor11ic changes and 
with improved t saching mf..; thods and procedures. 

12. Maintni.n a loyal and coopcr~tiv o 11ttitu.do toward all other Extension 
workers. Coop0rate with them in the dEvelopment and c0nduct of 
programs which s Grv o the bes t inter ests of tn c people cf the 
county. 

PROGRAJvi R1~SPONSIBILITit.S FOE COUNTY ~ SiLSONNEL 

1. Th e County Agricultural Agent is res pons ibl e for the agricultur~l 
ph9.so of the County Extension program including 4-H Club work . 
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2. The County Horne Dernonstrr\ tion Ager+"G :j.s re;s:ponsi'Qle forr the Home 
Economics phase of the county Extension pr9gram ~nc+uqing 4-H 
Club work. 

3. The Assistant County Extension Agent, oithor Agricultural or Home 
Demonstration, shall be given definite program r esponsibilities 
by the appropriate county Extension agent. 

4. For best results, plans and programs should be carried out on a 
unifi0d basis. With the assistance of the district agEmts, 
county personnel should work out a simple f orm of office organi­
zation and county planning suitable to the given county. 

In1rg_-fxtension Service Relat~oll§h.ill§. 

Every Extension worker should constantly observe intra-extension 
relationships that exist between the personnel of the State Extension staff. 
The following discussion briefly gives the orf anizational s et-up and every 
Extension worker should understand it. 

1. County Agricultural and ~ ~filQ!lSt~ation Agents 

2. 

The success of Extension work on the countJ' level depends upon 
the full cooperation of the county agricultural agent and the 
home demonstr~tion agent . The aim of Extension work in each 
county is one county agricultural Extension program involving 
all farm and home problems. The planning and execution of such 
a program calls for the best cooper&tive rel~tions between the 
county agriculturnl agent and the home demonstra tion agent. 
This meo.ns th'.3.t the county agricultural agent must recognize 
the importance of better homes, improved heal.th , home labor saving 
devices, etc. Likewise it menns that the county home demonstra­
tion agent must recognize the importance and be generally -· 
acquainted with the sources of farm income. Where both agents 
present themselves to the farm people of the county 3.S o. unified, 
cooperative, sympathetic nnd informed te2m, their relationship 
in the office and in the f:i.eld will be most congenial and their 
work will be effectively accomplished . 

The District Agricultural and Hom~ Demon21r.~tion Agents · 
--~-- , __ _ 
District o.gricnltural and and home demonstration :tgents are 
assigned to districts to supervise agriculturnl 9.nd home demon­
stration work. In order that the county workers may mnke an 
effective "county Ex;tension te.i:tm", the district men and women . 
a.gents must work in close harmony on all matters pertaining to 
problems in the counties. They employ :J.11 county workers subject 
to approval of the Director of the Agriculturql Extension Service. 

Specialists should keep the district agents fully informed as 
to the n3ture of the work they plan to do and in what counties 
such work is to be undertaken. All progr:lms should be discussed 
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with and r eceive t(l~ 3.pprova:J_ of the c;i:i.strd.ct agept before they 
are announced. A copference with the district agents for thi$ 
purpose may be arranged o. t t he reguh r monthly staf f meetings. 
These should be arrang ed through the Assj_stant Director, 

4. Extension Specialists ~ Qounty Pe~sonn~ 

It is important tha t county workers inform specialist of the 
specific assistance needed prior to a visit. All r equests for 
specialist should stat e clearly the type of assistance desired 
so tha t the specialist can prepare effective teaching materials 
prior to his visit. The county worker should also arrange to 
make the fullest possible use of the specialist while in the 
county. 

Requests for specialists' assistance should be made far enough in 
advance so that mutually satisfactory arrangements can be made. 
A systematic and planned method should be worked out in each 
district tha t will provide for the most effective use of specialists. 

5. Belationship between §12~ialists 

The subject-matter specialists should know in general the type 
of work each other is doing .and should exchange ide2s and cooperate 
in serving the county personnel. All specialists within a depart­
ment should be thoroughly f amilar with the over-all program of 
the department. 
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ADMINISTRAT IVE POLICIES 

Extension administr~tion is based fi r st on enabling l egj sl ation, both 
Federal and Stat e ; second, on r ogulo.t i ons -which i nt erpret and ar e in con­
formity with legislation; and t llird, on a dmi nistro. tive policies, formulated 
by the Extension Director. 

Policies mny change from time to timo, and new policies may be issued 
ns neces sity arises. F'.xtens ion policies are based on a ccnmulated experience 
nnd sound administrative principles. 

POLICIF.S AFFECTINQ :'.MPLO~ 

1. Minimum qualifications - An applicant for position as QQ.1illEL 
Q:gricul~ural §.gent must be a gradur:tte of a r ecogniz ed a gricultural 
college, should be f arm rear ed, or have had pr~ ctical f i rm 
experience. In addition he must hnve three yeqrs experience in 
Extension work or its equival 0nt. 

An applicqnt for position of £.Q.llnt~ hqlliQ. d eIDQ!lstr~tion fJ£§ll.t. 
must have a degree in Home Economics from :::t n accredit ed college, 
and preferably should have a rurs.l ba ckground or experi ence in 
working with rur~l people . In addition, she must have had three 
years experience in Extension work or it s squivalent. 

2. A county Bxt ension worker is ineligible for employment in his or 
her home county. 

3. The county Extension agents nre members of the V. P. I. f aculty, 
and for th:ls r o8.son, in addition to the l egal authority, the 
r esponsibility for employing county Ext ension workers rests with 
the Director of Extension. However, th e authority of the locnl 
governing body is r ecogniz ed flnd the continued employment of a 
county Extension worker is dopEmdt.mt upon. t he servic es of the 
individual being sntis fn ctory to both t he loc;i. l governing body 
and the Director of Extension. In view of this cooper!ltive and 
muturtl · understandi ng, th e local people, through their governing 
body have a voice in t he employment of county Ext ension workers. 

BO ·\R.D OF SUPERVI SORS --- - ----.--..... ---
l. An ag8nt desiring a tr;:insfer or appointment to a1'.".l0ther county 

should first consult his or her District Agent in r sg~rd ~o th e 
m~tt er. Under no circumst qnces should th e ~gent ei ther directly 
or i ndirectly make contact with t he Board of Sup0rvisors or other 
county officials rE::gA-rding th6 tr1J.nsfer unless, specifically 
authoriz ed by the district agent. 
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2. All cooperative financial a.rrangemen~s with Boa.rd of Supervisors, 
including changes in apI'n~~;!l~.13itions, ple :.. iea~ a\j)s is·tanoe, em;p~o;r• 
ment of assistant ~gents~ qpd. rfl.4tt ers pertmi:ro;lng t o office spa cf;J, 
equ~prqent or supplie~, shcn~l~ be taken up with the Board of Super­
visors by the district agent. County Extension agents should 
not deal with the Board of Supervisors on these matters unless 
specifically i:\uthorized to do so by the district agent. 

3. Upon termine.tion of employment with the Extension Service, county 
Extension agents should tender their resignation in writing to 
the Extension Service t hrough their appropriate district ~gent. 

4~ When taking annual leave of more tharJ. three d0.ys, county Extension 
agents should get approval from the district agent and leave 
with him his or her address while on leave. 

THE SALARIE§. QE QOUNTY ~XTENSION WORKERS 

1. Extension workers salaries ~re financed from Federal, State, ~. nd 

County funds. The county's shar'3 v'.lries depending upon t ;.1e weal th 
and income of the co1,.mty; but, an appropria.t:i.on of an o.mount 

2, 

equal to one-half of the salaries of county Fxtension agents, 
and one-third of the s~laries of assist~nts is considered as a 
re~sonable share. 

It is a long established policy of the :extension Service that it 
shall work with all farm organizations and deal with each upon 
the same basis. It is ~ot permissible, however, for any Extension 
agent to: 

a. Act as organizer for gener'.11 f9.rm organi z1.l ti.ons, or 
hold any offtce therein, 

b. Act as financi~l or business agent for general 
farm organizations. 

c. Participate in any way in a membership campa ign or 
other activity designed to recruit members for 
any such organization. 

The phrase "general farm organization" is intended to refer to 
such National and State organizr:ttions A.S th e N.:-i. tion:ll Gr;-;tnge, ·~he 
American Farm Bureau Federntion, The Farmers Union, etc., and 
their region.al, stn.te ·J.nd local consti tu2:nt groups. It i.s the 
policy of the Extensbn Service to work witn genbrn.l farrn organ.iz:i­
tions in their educational _programs and to advise: with t hem on 
organi~a. tiona.l matters. It ~.s ip koenin~ with this pol.icy for 
the F.xtfmsion Service to encourage f ·'.3.rmer.s in their organization 
activities a.nd to render !lpproprhte assistance in an educational 
way. 

§~il Conservation Distrists 
µ I 

It is the policy of the Extension Service to cooperate with 
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Soil Cons erv~tion District Supervisors in: 

a . Conducting educati onal work nocosso.r y to t he sdting up of 
new districts and o. s s i sting in the development of programs 
c.nd plans. 

b. Assisting the Stci. t c Soil Cons ervati.on Commi tt eo in conducting 
public hc::iri.ncs nnd 1111 o t~1er matt ers per ta1ning to th e 
setting up of the district. 

c. Assisting the Soil Cons erva tion District Supervisors in con­
ducting the educational work of the district. 

When individual employees wi sh to corr0spond with bureaus of the 
U. S. Department of Agrictilt ure, i ncluding tho federal Extension 
Service and the members of Congress, conc erning questions per­
t a ining to policies or actions to be t a.ken and administration, 
such correspondence should be tr!'.l.nsmi tt ed through th e Sta t e 
Director of Ext ension. 

MISCELLANEOUS fOLICIES 

It is aga inst the policy of the Extension Service for county 
Ext ension a.gents or specialists to become involved i n dther the 
purchqse or sale of supplies of f a r m products for individu~ls or 
groups of f nrmers. Such matters .'J. s pooling ordors, negothting 
with deal ors, handling money, making purch ,..'. s es, delivering or 
collecting products, should be handled by individuals or com­
mitt ees s elected from among the group desiring suc:1 s ervice. 

Occasionally Ext ension agent s l. r e :l slrnd to f ur nis;.1 maili ng lists 
of farmers, demonstrators, l eQders, business conc erns, etc. It 
is ~gainst policy to give directly or i ndirectly to ~ny person, 
firm or associa tion such lists. If complying with such r equests 
s eems necessary in the official work of th e U.S.D. A. or th o 
Ext ension Service, it shoul d be submitt ed to the Director for a 
ruling. 

3. Official Meetings : 

Occnsion'3.lly orgc-miza't i cms or indi vidu'.1ls, without consul t q tion 
with th e Ext ension Service, c2ll a confsr cmc e of Extension agents. 
It is the policy of the J::xt onsion Service to cooper~.~ te with all 
worthwhile movements. Such r;ieotings should not bG called without 
consulta tion with the ~xt ension Sorvice . 
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4. Endorsina Cornmerc:i.al Products: 
~ -...,--

It iq against the policy of the Extension Service to endorse any 
commercial product. County Extension agents should be careful 
especially in connection with the use of the 4-H Club emblem, or 
the names or pictures of 4-H Club winners in advertisements of 
commercial products. 

At various times the county Extension offices are offered certain 
office or other equipment 5Uch as tape recorders from banks or 
commercial concerns for use of Extension work in the counties, 
This equipment can be accepted if approved by the District Agent 
with the understanding that the Extension Service is in no way 
obligated to the donor, If accepted, this equipment is to become 
a part of the office equipment and not the personal equipment 
of the Extension Agent. Automobiles or other motor vehicles 
may not be accepted. 

C County Extension workers should clear with the District Agent on 
the use of personnel or equipment of C<?operating commercial concerns. 

POLICIES PERTAINING TO 4-H CLUB WORK _... . .,..._.,.. - -- ~- ---
1. The county agricultural agent will have the responsibility for 

supervising all 4-H livestock and crop demonstrations. All such 
demonstrators will be enrolled with the county agricultural agent. 
All club members with home economics projects will be enrolled 
by the county home demonstration agent who is responsible for the 
project supervision. In reporting total 4-H membership enroll­
ment, duplication of members should be eliminated. 

2. Demonstrations in poultry, home gard~ns or joint contest activities 
open to both boys and girls will be under the supervision of the 
county Extension agent carrying the enrollment. 

1. County Extension agents may appear regularly on a radio program 
which is commercially sponsored providing it is clearly stated 
that the appearance on the program does not indicate in any way 
an endorsement of the product or service of the sponsor. 

DISTRICT AND STATE FAIR§ 

1. County Extension agents are allowed official time at district 
or State fairs or livestock shows when accompanying 4-H Club 
members or assisting club members with their exhibits, if approved 
by the District Agents. 

POLICY ITEMS RELATING TO SECRETARIAL HELP --- - -- - ------- --
1. Resignations - If a secretary, or any other employee resigns it 

is essential that this office b~ given immediate notice in ~tlng 
by the person resigning giving the effective date of termination. 
A reason for such resignation should be given. This is necessary 
for payroll and separation purposes. 

-21-



' · . . .; 

.·. 

i. 



2 ~ Tomp.Q£.ll:Y §s;cr ot 1. rj ·.i.1 J.~~l.1~ -· No person shou1J b.:: enployed, 
rega rdless of the period of service, without prior approval. 
Requests for sue~ help should be .made to the Associate Director. 
All temporary holp will be paid on nn honrli basis. 

3. S ecret~!:.i€~ Annual Le~ve - Temporary secretarial help should not 
be r equested for t he period the Fxtonsion secret~ry is on le~vo. 
Th e annual leave should be planned so a s to avoid penk work-load 
periods. The approval of tomporlry help for l eavc-timo would 
bo too expensive for our budget. 

4. Employm.£!li of .§..§£r..?..tv!!.~ - The effective date of employment on 
!l permanent basis is th~ first and sixteenth of the month. 
Applications should be submitt0d at le !0.st two weeks befor 0 the 
desired effective date. 

5. B,Qsponsibilitios 9f Secrot~rios - In the state office, secretaries 
are responsible; for secret~rial help !:lS follows: First, to the 
personnel to whom assigned, second, to oth0r omployees in th e 
department and, third, to employoos of other departments wh en 
r equests for help are properly clc13.red. 

The Extension personnel in each department should work out; arrange­
ments th~t [:I. re mutually satisfactory to all po.rtie s concerned. 
Requests for s ocretqri~l ~ssist~nco from oth er d epartments should 
always be clcrired through th8 s 2cretri.ry' s imtri8di.'"l t t. supervisor~ 

6. Ho™ of Duty - The secret.'.1 ri es ar e to conform to th e regular 
est~blish ed office hours r ognrdl0ss of wh 0t her the county Extension 
agGnts or specialists Rre in tho offic e or fi eld. 

OT1TtR ITEES . or~· POLICY - ·- ·- ·- ·· --- -.-.....-..... 

1. Rc12~ir~ 12 · ~_swri~ cr.£, mi~e.Qf.!flli! !llil£hin.£.2, ~tc. - No r epairs 
should be m:ide to office .Jquipment without prior authorization 
from the Office or· tho Director. Subr!1it estirr.·1te .on th a cost of 
the repair job. In some instances, it m'iy be ·'ldvisable to replnco 
the ~uipmont rather th?.n to hnve it r epaired. 

2. Local, pfil:chase.§. oth er thQU J20Stage .~.~.f!'!JJRS. - Not authorized, 
regardl ess of the i t cm or . cost. This is a ruling by the State 
Purchasing Agent, ·1nd failure to comply may result in out-2!:­
pockct cost. 

3. Countz Travel 1\llownnce - This allowance is prim~rily for official 
travel of county Extension ag0n ts within the county or counties 
to which nssigrn:.d. In some :i.ns tances th e a llowmce may be used 
for travel outside the county wh ere suc11 tr .~-..vd is n£?ce:::;sary in 
the performance of offici~l duties. The r.1ethod of reporting travel 
a.nd cert.J.in lirqi t a tions 1:l re given in It ems a , b, c, and d below: 

a. Travel fil.1hin :th£ Co1m1::!: This should bo shown on the regular 
travel voucher in a ccorda.nco with the snmple copy on pr::.ge 24. 

-22-



''· 
i. 



b. TE~Y£1. Outsiit~ 2.r. ~t~:_~ 9mm1Y~ This t~'1V C:1 wouJ.d involvo 
trrwd to a nothor co11n ty for r '1t.l:i.o or T. V. programs, a tt Gnding 
district meetings, c1 r c;a meotings f or subj E~ ct ~,m1. t;ter tr1.ining 
~nd for other similar r~asons in tjo conduct of official 
business. Such travel r:1ust be i t 8miz ed on the r Gguhr monthly 
voucher in t he sp=-,i c e just below tho certification for th e 
within county travel. Tho purpose of the trip .should be 
shown on the revers e side of th .. 1 voucher. Tho sampl8 illus­
trating this is on pago 24. 

c. The total tra.vd within the county, plus tr::i.vel outside county 
for which i:mthorj_zation is not r oqui.r od und.Gr Iten d and for 
which roir.iburs emlmt is clo. imed, must not cxc 8ed the tr.qvel 
alloc'2 tion. 

d. All special tr:wel outside th e county i.n excess of tho travel 
nlloc~tion for which. reimburscn· .. nt is claimod must h~ve 
prior a uthoriz11t1.on from tho Director, including a pprov11l of 
the District Agont. In such c:is8s, a separ~t e expense 
vouch er should b8 us ed for th.is tr-::vel . A copy of the letter 
of authoriz~tion should be :i.ttnch ()d to th e vouch er 1.nd sub­
mitted to th e St3.tc office in t .. 1c usu._'1.l mannE;r. 

4. SJ2eQ~§l 1:£f1Y..9l ~1lowru1££ - Thls r.i.llowmcc is for tr'.1vol within 
the St"\ t o of Vi.rginfo, .nl official trwcl outside the sta t e 
should r oceive prior o.pprov~i.1 from tho Director's office, not 
only for reimbursement of tr~vel, but also for compensa tion claim 
in co. so of ~ccidmt . Spechlists should pl!_1.n their travel in 
SUCh a tnnnnor thc. t Will. r r:; suJ.t in the m1.Ximum. SGrViC O with the 
minimum trnvol. 

5.. Snecin list_, tr:-ivol. witr.:,in .9.Q.1!.l)ti o,,.§. - This is to be mutually ~rro.nged 
between the spe chlist n.nd the county Extension '1gE:mts . St ~l t e 
ca rs nay be used for tmvd within t }rn county. The use of more 
c~rs thnn is nec ess~ry should ~lw~ys be avoid ed. 
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Name John Doe ----.----.----------

Agency Virginia_tl.gr'l. Exton~i.Q!L.Servi£_e ___ __ 

Type of Work __ Q.Qfilt~LA ... g_.en .... t _____ , ____ _ 

I hereby certify tha t cxpensGs listed bi::low in th e amount of ~4.&Q were 
incurred by me on official business of the Commonwen.l tl}. . of Virginia, etc. 

r· ~ , . y1 . 
Date _.....,_.l=lh.QL2~---­

(date submitted) 
~. (~//,-'/(I ( ..- .:.. ·· -t ._/ 
-- - oe=· \Sign~1 ture of Tr'.l.vuler) 

_______ , _____ , ________________ "_ ·-----Lo ca ti~~-~t-;;hich ~pe~~~-:--·----- , __ i_Mil~3ge 
1 

-r- ( 

incurred, travel, method Miles I or I !fonls ~ Lodg-, 1 

of travel, ~tc. -·---!'-Tmv~~----E2_,_~hLiggJQtherl To~ 
Novemb e~ 1-30, 1951+ -------- I Ti~-T-T--

D.'.lte 

11/19 

Tr'lvel in porsoml 0·1r 1 l I · i 
in performo.nc a of offi- . i I ; i 
cinl dutios in Richmond i ; 1 

; 

County 800 48.00 j 

Persona l c J. r Wars'.lw to 
Richmond 8nd r~turn l eft 
8 n .m., r eturn 11:30 n ,m, 

(Mil es qctually trn.vol od ::. · 
1000) 

100 

I 

I 
6.oo I 

48.00 

6.oo 

I 

' _________ _____,.__L 
Us e of privat ely owned c~r 

~ u~hor~!L.iL2~-2f: mi~:~=---====----=--0 
....... o_?-.:_-.::_5_!±-;.-_oQ __ ::-_-_--_-=--=--------_--::_-____ s_4_.,_oo 
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VI 

EXTENSION METHODS 

It hQS been brought out th~t tho purpose of Extension is to aid in 
diffusing ~mong the people of the United St~tos useful ~nd pr~cticnl 
informntion on subjects relqt~g to agriculture nnd homo economics. The 
Smith-Lever L~w snys th~t this is to be done through practical field 
dsmonstrqtions, publications qnd othbrwise. 

Although Extension w::is founded upon and has developed tho "d0r.ionstra ­
tion" method for teaching, overy possible method is us ed to reach the 
l~rgest number of people in the most off0ctive manner. 

A partial list of methods commonly usc:.d in Extension teRching includes 
method demonstrqtions, result demonstr·:itions, general meetings, tours, 
field dnys, news stories, radio bro~dc~sts, visu~l aids, bulletins, circular 
lo·tters, oxhibi ts, tr~dning schools, l e~',der training meetings , f 0. rm 'lnd 
home visits, office calls, correspondonco, t elephone cnlls, and the results 
of indirect contqct. Rarely is one of thes0 methods used alone. Best 
results ~ru achievod by using a combinntion of several and somGtimes by 
using nll of these methods to put over n p~rticular program. 

Regardless of methods used, any program must be based upon sound 
planning. And to be sound, this planning must take into account the needs, 
the desires, the resources and the abilities of local people. Therefore,, 
sound planning requires th e participation of these people. 

Sometimes participation is obta jned by working through community 
groups, where there are common problems. Sometimes it is . necessary to 
work through special-interest groups on specific problems. In all cases 
a general county Extension program should have the understanding and en­
dorsement of a county-wide group - a county agricultural cotmoi.l, the 
County Home Demonstration Council or an over-all combination of these groups. 

Demonstrations are frequently used as an effective means to obtain 
adoption of new practices, to modify an established one, or to call atten­
tion to successful work that has been done on farms or in homes. A 
m~1h.Q£. demonstration consists of a person doing well a certain task, showing 
an interested group how to do it and, at t'1-8 same time, explaining the 
reasons for doing it that way. A ~1 demonstration not only illustrates 
how to do a job, but also shows the results of using one or more improved 
practices. It usually involves a subst~ntial peri0d of time. The founder 
of demonstration work, Dr. Seaman A. Knapp, defin€d the demonstration as 
"A progressive, practical example of better farming or home-making by a 
farmer or his family, on the farm or in the home, which leads to greater 
profit, comfort, culture, influence.- and power." 
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J:our.§. Q!: field d~\t§. featur G the r ~-; sult demonsti·ation as a lnt?.!3.ns of 
calling attention to successful work. 

Farm unit dell.Qll§!rations are , in effect, the wrapping up in one 
pe.ckage of a number of farm and home practices, carried out by a fnrm family 
on one farm. These demonstrations involve long-time planning by the whole 
family, setting up short and long-time goals, keeping a<1.equa te farm and 
home r ecords, and spreading the benefits to all the commimity by properly 
publicizing r esults. 

News storie§. ~nd rfil1io ta~ serve both. an educational purpose and 
a means of creating interest in ~~xtension activities so that more effective 
teaching can be done. They are especially valuable in obtaining acceptance 
of improved practices when they report the actual experiences of farm 
people and the results achieved in following improved farm and home practices. 
Cir_£ular let~ serve a similar purpose. 

Farm .@.!ill h.grn,.£ visits, Qf fiQ.i calls, £..Q~Spond.§!!£.~h an~ t elephono 
calJ..§. serve as a personal agent-to-farm family contact. They are S01i18 of 
the most effective means of working wit.h rural people. However, the 
t endency should be r$sisted to let this personal type of contact, especially 
the personal service type of visit, take more of the agent's time and effort 
than is justified by the necessarily limited numbers reached as co~pared 
to other methods involving larger numbers of people. 

Extension training scho~l.§. lilld lead.& t:r:aining meetings are T:lethods 
of developing rural leadership . L3aders help spr0ad information and assume 
responsibilities in putting over programs for the improvement of rural 
li.fe., Leader training is vital to a well developed program. 

Visual aids, such as movies, slides, posters, ancl. charts, are important 
methods in getting people together, cre::iting interest, driving hone facts 
and supplementing other methods. 

Th6sc, in brief, are some of the most commonly used methods of Extension 
teaching. The following discussion may be of hdp in deciding when and 
how many of these methods can be used effectively according to the particu­
lar situation encountered. 

Studies have been made of th e teaching methods of Ext ..:msion to deter­
mine the relative effectiveness of different methods or media, and the 
8ffectiveness of the use singly or in . combination of one or more in gaining 
the ~cceptance by farm people of certain practices. However, ~~e relative 
influence of different methods V9.ries widely in different areas or locali­
ties, with different practices, with men and with womEm. -.and also, according 
to the skill B.nd ability of tho agent in using certain methons. 

As to the influence of the number cf methods us ed, studios show that 
on th e whole, farm families are influenc ed to a rlopt practices in propo:rtion 
to the number of contacts with teB.ching activiti es. That is, the nnmber 
of exposures to inf orma ti.on through meetings, bullet ins, demonstrations, 
radio taJ_ks, news articles, farm a nd home visit3, and the other teaching 
methods determine largely their n.cceptance of the teaching. WhAn exposed 
in 5 or 6 different ways, approximately 7 out of 8 families chqnged behavior. 
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~XTENSION ~IN.Q§ 

In using a meeting of any kind as a t eaching method, there are a 
number of things to bG considered. First, what is your r eason for holding 
a meeting - whn t do you expect to accomplish? It is well to o.ctually 
write out the purpose in order to avoid that "fallin5 flat" outcome some­
times experienced. 

Ask yourself can you justify holding the meeting - is the purpose 
sufficiently important to justify your time in preparation and the peoples' 
time in ~ttending it? The next stop is to develop your plans. Decide on 
tho kind of meeting best suited to tho plirpose of the meeting. Should it 
be of the informational, instructional, or discussion type . In s etting 
th e da t e , time and pla ce , you should consider ti:r:1eliness, weather or road 
conditions, field work, the convenience and fa.cilit ies of tho moeting 
place, and any other factors that will affect the attendance. Announce­
ment of the meeting should be made 'Nell in t;idv9.nC e, with a follow-.up a 
few days befor e the date . Arrange in advance for equipment and materials, 
sea ting, lighting, v entil!ltfon and h i>'.lting, and any other facilities needed 
for the type of meeting to be h eld. 

One of the most important rules for holding successful moetings is 
to start .Qll tir:J~. Put the grol'P at ease wHh some kihd of 3. fri 0ndly 
introduction. Thon state clearly the purpose of the meeting, tell the 
group th0 plan for the meeting, present inforMation clearly , stimulate 
discussion, and encourage participstion by everyone ; finally r emember that 
th er e is just one time to clos e - and that is .Qll ~. 

MQI2IFI]ill MEETINGS 

There are other kinds of meetings which we call tours, fi eld days, 
picinics, and camps. The same principl0s apply t o those events as to general 
meetings. 

Tours are usually held to observe method or r esult demonstrations. 
The following points c.r e simply mentioned here, but should be given serious 
cons id era t ion. 

1. Advance publicity should be 5eGr ed to t h0 purpos e of the tour. 

2. The route needs ca r eful considera tion a.nd should be gone over 
beforohrmd. Keep th e total distance to a minimum consistEmt with 
the purpose. 

3. One particulnr car should be des i gnated to le'.J.d the tour, and 
th e driver should be instructed to driv e !l t n speed which will 
enable other cars to k0ep up. Ono car should be desif ll!1t od to 
bring up th e roar. 

4. Consider roe.d conditions, :;i,void dust as ouch as possible , 9. nd 
pl~inly mark rough spots or d~nger points. 

5. Avoid going through towns if possible and put signs a t corners 
and ro3.d-forks, 
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6. About six stops is a m~ximum, thr ee qr e bett er f or short-day 
wint er tours. Cut your origi nn. l phns i.!') h '.1 lf o. nd usur:i.11.y you 
o. r e about right. 

7. A public address sys t em is pra ctic~lly a must for tours of any 
size. 

Th e t ests of a successful camp include : 

1. Direction enough to guide, but freedom for planning and develop­
ing of the canp progr am by the canpers. 

2. Wholeh8art ed participo. tion developed through a brond program 
bas ed on individual participation in small group activities. 

3. Recognizing r el ationship of activities to club progr am and 
individual development. 

4. Provision of G.dequ.'J. t e f acilities for th e esta blishment and raa. in­
t enanc o of r ecogniz ed heo.lth st ~1ndards in sanitntion, nutrition, 
r est, sleep, and r 8laxa tion. 

VISUAL A._IJl§ 

It is saf e to say that any meet ing, tour or denonstrn tion could be 
i mproved by the wis e us e of so1:-ie supporting method. A county Extension 
ag8nt should never r ely on the spoken word alone to a ccomplish his purpose. 
So~e of the 1hing~ ~ help ar e touched on briefly her8; study them in 
det ail and make wid e us e of th em . 

The simplest visual B- id device is th e blackbo-3. rd a nd piece of chalk.· 
It appeals to th e eye as well a s to the ear. Wh en we use other devices 
we appe1.l to more and mor 6 s ens es until actua l particp9.tion is r oached. 
Th e visual a id s discuss ed in t he next three par agr aphs a r e in th e order 
of their approa ch to nctual participation. 

The blackboard a nd th o chart have mnny points in co~mon. A chart is 
simply a r efi nement of the bla ckbo'lrd t echnique. Th e nGed for simplicity 
and r eadability a pply equally to e~ ch. Graphs ar e us Gd mainly to pres ent 
f actual or statistical information such g s trends in numbers or comp':l. rison 
of figures. Pictures advance us on o st ep near er actual Gxperiences. Th ey 
carry us from words and symbols to i magos of a ctual situations and persons 
participating in thos e situftl tions. · 

The us e of fHt1 slidos or strips is too well known to r equire descrip­
tion. Slides should localiz e th o subject Bnd pres (mt inf orn1 tion in a 
practical S6tting. They can be used to r ocor d fi Gld demonstrations or 
events, for use 9. t a l a t er time . Slides h:-ive scvor ·'l l a dvantar;os over 
movies. They can be stopped f or study, r.i.dditions cnn be rtnde or scenes 
deleted, and the sequence can be changed. Also, they ar e more oconoMical. 
Slides ar e thought of more as a t ea ching a id and l es s as an ent ertainment 
f e13. ture than movies. 
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Movies g,re nore lifelike thnn $lidos, particu1.arly when th -:: characters 
thems 8l ves t1.lk. 

Movies hnve limitations ns ::i te::whing aid. They cr o:--~ te int er es t and 
give ~ general view of tht;.; situa tion, but to show th iJ o.ctual d etails of 
a pra ctice or ma terinls or equipment to be used, sl.idt3S or exhibits ':lre 
more effective . Movies will bring people to meetings and wl·1en they Grc 
used for this purpose, th ey should b0 mainly int or0sting. 

An exhibit Day conbinc oth or types of ~ids . It may s ·.ww actual articlos 
as, for exan.ple, the nozzle on the spraygun us od to spray cnttle for grubs. 
But if wo wnnt ed to pr0s cnt the kind of chute to usG, our exhihit may 
have to b o a wodel. 

We can se8 e:&11i.bits, we cJ.n touch them and o.ft en wo c~n oper~:..te them; 
we explain thon and tate theD apart to soe how th ,::y n1·e co21struct ed. 
Thus we hoar, s ee and f eel 1.n exhibit , ~nd in some c~tses, may cvGn smell 
and t :tsto th e product. Window displays and fa.irs are th e "Show Windown 
type of exhibit r:i.nd are used to create:;; int er est in an '.1Ctivity. 

DEMONSTRA.TIONS 

Demonstrations lldv.'lnce us one s t E:Jp beyond pict uros tow~.rd ac;tunJ 
experience o.nd the observer c~n be given an opportunity to do it hin1self. 
Wh on this is done, we appr0rtch th r.: hi.gh f~ st point in teC:tching - th e: gtlided 
experience, the le!J.rner doin g the job . 

Tho method demonstration t each es how to do a jo b; th e r esult demonstra­
tion shows th e r e sult of having performed ~ certn i n pr~ctic8 or co~bin~­
tion of practices. The -r10thod d onons tration is p rimarily usod to tee. ch 
pr11ctices (skills); th s r ·:.:sult demonstrJ.tion influenc 0s a t titud8s or 
convi.nces peopl0 of th 8 vc.lue of a prn.cticc . We nust kt;ep t his distinction 
in mind in our plans -:.nd pr l.:pl"\rn ti on. 

Some of the main steps to keep in mind in pr cp1.ring for a demonstra­
tion are: 

Whnt do I wish to t r-;a ch'? 
Wh~t qro my key points? 
How can I bes t show those koy points? 
How can I best discuss thos e kGy points? 
How can I us e rn t erhl qnd equipment nost Gffectivel / ? 
Finally, when I have finished, can th e nudionc e do the job? 

A lot of Extension work can be done through off i C(;· ce .. lls if a li ttlo 
thought is given to then. Th er e are certa in conditions t.o bG m0t if office 
calls ~re to be used to best advantage , 

Arrange your office so the caller can t a lk in confiden\:! G wj tl10u t 
interruption, The s ccr st~.ry should be q friendly hostess to officE' c:Jllcrs. 
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Four or five questions thought out and jotted down in ajvancc can 
be us ed during awkward moments a s rm aff ective substitute for discussion 
of gener a l wea th er conditi.ons. 

What 'lre the things you want to know a bout conditions in the caller's 
community? A well-directed question might result in the son or daught er 
becoming a 4-H Club uemb8r. 

Do you th':lnk ther:1 for coming and invit e th em to drop in a go. in? 

The offic e cn.11 is not the simplest tool to us e but it is one which 
will give r esults . 

THE FARM OR H0YIE VISIT - -- - ... ~-.... --· __ .._., ..... 

Visiting with a f o.nily on the ir f '.lrm or in thoir home is thG most 
direct WB.Y o.f do i.ng F.xt nnsfon work. When well plnnned, such o. .fa rm or 
home vis1.t c'.ln b e one of t he r:~os t effective me thods in helping the f .'lmily 
a.pply Ext ension t each ing t o t b. oi r own pro bl t;r.1s. Too, you may assist the 
f amily wi t l-i individual problums w~:i. ich 1nny not h ave been o. pc.rt of your 
planned t e'.1. ch ing program. 

The f nr m a nd home visit is one of th o bas es on wh ich Extension is 
btdlt. Wh on working directl;y with a f~mily, h elping t hem arrive a t solu­
tions to th eir probl ems, or h elping th om rr.a k e d i.;; cisions, you !i:we a n 
opportunity to gnin thoir confidenc o and t heir help on pro grams which may 
affect others also. You can giv e encour3gcmt.:.nt ~nd .:issisto.nc e to them in 
the npplica tion of f qr m ::tnd h ome practices r e:i conmend ed by Extension. Th en 
through h t or f Qr m s.nd horilC visits you h ·:w c opportunities to cn eck on 
r esults th ey hnve obt :1inod '.lnd to h olp th em furth er dcvGlcp th eir demcnstrations, 

Farm a nd home visits should be a part of the plnnnGd program in your 
county. Some time should be schedul ed for making visits jus t ·'1S time is 
sch eduled for meetings with org.~niz ed groups. F<J.m. nnd home vj.sits may 
be made for a nunber of purpose s a nd oft en one visit will s erve more than 
one purpose . 

Studies of Ex tension motho,.l s show th11 t t ho f nrP.1 1-l nd home visit is 
nidway i.n the list of all methods when judged on th e bB. sis of cost compared 
with r esults. Sinc e f ew visits c~n be made in a day, th 0 cost in s~l~ry 
a nd tr~wel is high conpa r Gd to some oth er m ~.thods of doing Extension work. 
Th er efore , f a r m a nd hor1G vis its should be pl anned ca r efully to ma ke th om 
eff ective in order to justify t h0 c1xpcnse of mn king th em . 

Far m and home visit s should be pl rm nod particuln.rl:v with younger, 
poorer and l ess weJ.l ··educ A. t ed f' :.i r ~ilh~ s for mo.ny of the n~ , oven t hough r%C~ 8d 
through other methods of 'B~xt cnsion t en ching , nny find it difficult to 
apply such t e!lching to t hG solution of probl ems on tl:i. ei,r own forrn~. Oft.en 
we ca n help th em tremendously through indivi.duo. lly ~c.lvising with th orr. 
Preliminary pla nning is nooded, for part of our responsibility is to th ese 
f amilios whom we may or may not be r oa ching through organi ?o ed gr0up me"thods,, 
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1. Servic e Visits: These '?.r e usually m~lcle on r equus t. Perh3.ps 
yqu call thorn "trouble-shooting visits". They give specialized 
advice to individuals, of t en on farm and home problems not r elat ed 
to your planned t eaching program. 

2, Teaching Visits~ Are P'-1rt of n pr e-nrr·:mgod program , a planned 
stop in getting pra ctices adopted, or demonstrntions established. 
It may be mo.de to expla in a practice, to pla n a demonstration 
or to expla in f-l gricul tural policies n. nd pro grams. 

3, Informa tiono.l Visits: Are made for their value to the agEmt 
or specialist, often to obs0rvc r (~sult s of f et rm a nd hone prA.ctices, 
or to become acquainted with problems. 

4, Organiz~tional Visits: Are ITAdO to ootain cooper ators and demon­
strqtors, to plan for domonstr~ tions, or make arrangenents for 
a meeting. 

5. Publi.c Rel8.tions Visits: Perhaps bett er described fi S get­
acquaJ.nted or friendship c!3.lls . They provide a chance to explain 
F~t ension work wh en necessary, and to ~n intain contacts with 
l eaders in rela ted lines of work. 

1. Have a Purpos e for Making a Visit 

Wh en visiting farmers or hoMen~kers, l ot t hem know why you called. 
Th o "nothing to do, .just s t opped by" introduct ion cre'ltes a bad 
i Mprcssion of you ~md your work. But if you srJ.y, "I stopped 
to s eo you a bout • . • ", or "I want ed t o s c::e your •.• ", or 
"I w3.nt ed to meet you; your neighbor told 171e about you", you will 
incr-.;a s e his f eeling of importo. nc e arid your own prostige . 

2. H~ve Your Visit Plnnned 

Think over the purpose of ea ch visit so that you may prepqre for 
it and make it effective . What informnt ion do you want to get? 
Wh~ t help do you plim to givG? Do you h~ve nocess:-try equipment 
with you for giving such assistance? v.Jha t tco.ching mo. t erials, 
publica tions, etc. do you need to t ake for th eir us e in following 
through with your t eo. ching? · 

A definite engqr.ement ns to t ho day nnd a pproxim:i t e time of the 
visit should be made with the individual wh or.J you pr.irt icuhrly 
wish to see. And if any prep"'.r11 tions nGed to bo rrnde thoy should 
be advis ed so th '.1. t they hr:i.ve time to m'lk iJ them before you a rrive . 
This sa ves time on tho visit and p0rh11ps a r eturn visit. Time 
your visits so that they will l oo.st intsrrupt f'tmily ~ct i vit i es 
or work. 
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3. Plan Your Travel 

Sch Gdule visits w'._1ich :1·'1. v 0 bt.isn pl c.mnod qnd r equestod i n gcogr aphi­
c~l groups to r educe cost ~nd to save time in tr~vel, An ~ppoint­
ment in ndv~mc e usually insures f amilies being at home when 
you ~rrive and elinin~t es nood for another trip. 

To s.!J.vo travel, visits ca.n of t en bo no.de enrouto to or from 
Ext ension meetings in the same ar oa if time will pornit. 

4. Making Your Visit 

Be constantly aw3r0 of your role ~ s a t each 8r 3nd 3s ~ r epresen­
t~ti ve of the V. P. I. If you do not know the individual whom 
you are visiting very well, discuss first the problens ~ nd 
interests which he or she brings up, but l end up to the questions 
you, yours elf, have planned for tho visit. Ke op driving at th e 
purpose of your visit in ~ tactful manner. 

Give definite help. Give full information; suggest alternntives 
with th e ndvnntages and dis~dv~ntnges of e ~ ch to help then make 
their decisions. Cit e example of what othors have done a nd how 
they worked. Often it helps to sny, "Have you oonside;red doing 
so and so?" Be cnutious with suggestions until you hr.;ive est11blished 
confidence. Be modest. 

Refrain from being a supreme authority. Do not be afraid to say, 
"I don't know, but I' 11 find out for you." Make note of any 
r equests and information needed. Then, find out ~nd write, t ele­
phone or call again in time to help th em. 

Remember tha t a busy person do os not like to be kept from his 
or her work~ Their attitude will determine whGther the visit 
should be short or long. Bo direct. Complet e your visit and 
leave ns soon as the purpose is acco~plish ed, and end th e visit 
in as t actful n manner as possible. 

Be adaptable. If they wnnt you to soo some nGW development, or 
to holp th em with somet hing other thn.n what h .~ s been planned, 
t ake time to do so. Give th e~ a boost in mor~le . MQko then f eel 
things are worth doing and trying. Encourngomont ~nd praise l ead 
to further effort. Keep th eir st·1ndn. rds high, but don't m:-i.ke 
the immediate goal so high as to s eem i mpossibl e . Encournge 
them to develop step by st op. 

If th ey ar c now fri ends, invit e them to Ext ension meetings. Put 
their name on your mailing lists. Let th em f eel that they can 
call on you and Extension for other kinds of nelp. 

There is d~nger of visiting old friends too often and developing 
n cliquo of followers. You can ma ke your list of friends l~rger 
by m3king a wider list of visits. Make it a pr~ ctice to visit 
each month some families never before called upon. A fi eld book 
with lists of towns and communities is an aid in r ecording 
persons visited. This will insure a wider distxibution of visits 
mo.de. 

-32-



/ 



If the h elp yon plan to givo the family on your visit wi.11 re­
quire consi.d er 1.bl0 tirrio f"'_ nd work, . sk them to in vi t c 1. f ew of 
their neighbors to obs urvc and h elp with the work so th ey too 
m':ly learn. 

5. Keep a Record of Your Visits 

Each r:onth you will report th o number of f -:i. rm and hor:10 visits you 
hnve mnde and the number of visits mo.de with demonstr'ltors. 
Therefore, you need to MnkG a r ecord of tho visit d~ily. M~ko 
not es of inforrra.tion or mn.terio.ls r cquost t::;d by the f amily and 
conplcte th Gm, lost you forget. 

You will find r Gcords of plans for tho next things to b e done 
made on th o previous visits with der.10nstrators 1. gre·1t ':lid in 
planning other visits for further developr.1ent of the demonstra­
tion. A record of such plans should be kept in the file of the 
demonstro.tor. 

The nrtn es of the ne~., f~r:lilies visited may be referred to the 
appropri':lte community organized groups a s prospective club members; 
or in unorgo.nized cor.muni ties, these f o.milies rr10.y serve as 
meMbers of comnittees or n s canto. ct persons in communities 
when planning the Extension progr111'!1 in all 3rea s of the county. 

The farm and home visit is '1 useful o.nd s1lt.isfying form of Extension 
work. It is ~ depend~ble tool ~nd we need to improve our use of it, 
Remember to: 

H8.ve n purpose for nsking e~ch visit, 
Plan your visits, Don't just 11 stop by11 • 

Be direct. M~ke your visit and lenve. 
Constantly enl9.rge the group of fr.i.rm people you visit. 
Schedule your visits to conserve tr~vel. 
Maintain a record of the visit you mnke. 

When we qre talking to ~ person f~ce to f~ce, it is ea sy to be cordial, 
but when we ~re talking on the phone, we have only our voice and our dic­
tion to reflect on cordiqlity. rrhis ne~ns we must W'.:t tch th0 tone of our 
voice and the Wf.J.Y we express ourselves if we would use t h e phone ns a 
useful Extension working tool. 

The secreto.ry will probqbly answer most tele~,hone c'.1lls. The tone 
of voice '.lnd manner of o.nswering the telephone is very ir.i.porto.:nt os 0 

me>:i.ns of prom.ot:ing good public rel r-1.tions. 

County Extension agents can use the phone to k eep i.n oont·1 c+, wi.th 
le~der.s, to re1'!1ind people of r~eetings, to obta in needed inforn~tion, dnd 
often snva o. farm ~nd home visit. 
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The person or individu'.3.l l etter is 'ln import '.l.nt tool, but its use is 
restricted to somewh11t limited .iobs, It is mos t effective when used wi'th 
other tools. Personal letters deMonstrate your interest nnd build good 
will. 

CIRCULAR LETTER 

There should be no difference in ~ddressing ~ letter to ~ single 
individn.-11 or to a number of persons. The rer.tder is .~ single indi vidunl, 
and not a "composite". Write it to 9.n individual .. "If you ere interested 
- - - -." Keep parqgrnphs short, words simple, 4nd the whole letter 
personRl. Do not send smudgy letters; keep the words cle~r and legible. 
Drawings invite re~ding. 
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VII 

OFFICR MANAGEMENT 

Extension workers are public employees, supported by taxes; therefore 
the County Extension Office not only provides the agents with facilities 
to carry on office activites, but is maintained for the convenience and 
service of the public. 

This means; 

1. Friendly courtesy at all times with all people. When visitors 
come in, rise and greet them, by name if possible. 

2. If there is but one secretary serving all the county workers, 
definite plans should be made for the most effective use of her 
time. The entire group should plan together a schedule for the 
secretary in order that all the work can be properly taken care 
of. 

3. Do not assume that the secretary knows what he.r duties are and 
what you and the public expects of her. Remember-, you are away 
from your office more than you are in it, and you and the Extension 
Service are judged a great deal by the public by the attitude, 
appearance, and behavior of your secretary. Take time to train 
her in ~hat her duties are, it will pay big dividends. 

DUTIES OF SECRETARY - COUNTY f;XTENSION OFFICES - ----~- ~-- ------~-- ......---

The following suggestions to secretaries in county Extension offices 
will serve as a reminder of required duties and functions. If followed 
they should promote efficiency and prevent misunderstanding. 

1. The county Extension agent's office is a business office. It is 
the job of the secretary and other clerical help to maintain a 
business atmosphere and yet create a feeling of good will on the 
part of callers through courteous tre.'1.tment and efficient service. 

2. Keep posted as to where agents may be found, Perhaps there is 
nothing so provoking to a caller as to be informed it is not 
known where the agents are. Otherwise suspicion may be aroused 
as to the efficiency of the work which may lead to unjust 
criticism. 

3. Keep papers filed or neatly arranged on desks and tables if 
held for reference. Have all furniture dusted in keeping with 
any other efficient business office. 
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4. Become familiar with plans of work of both county agricultural 
and home demonstration 9.f!er1ts and know keymen and women who are 
serving as demonstrators or leaders . 

5. Become familiar with all administrative rulings issued by the 
State or Government affecting fran king privileges, expense accounts, 
etc. 

6. Write as many letters for the agents' signature as possible 
without bringing to attention of either agent prior to signing. 

7. If agents are not in the office, find out the purpose of the call, 
record as much information as possible, and place note in the 
"immediate" box on the desk for follow-up of agent concerned. 

8. Keep a record on forms provided of all d~ily telephone and office 
calls, attendance at meetings, mileage, circular and individual 
letters mailed, etc. 

S. Compile agents 1 statistical report and collect notes from folder 
in report file and arrange by projects, or perhaps actually. set 
up the narrative report in rough form for the agents. Notes 
or other inforwation of a type that will serve as a basis for 
the annual narrative report should be placed in the project 
folder for future reference. 

10. All requi.r Gd expense accounts and travel vouchers should be wade 
up, based on r ecords. 

11. Keep the bulletin rack supplied wi.th up-to-date bulletins, and 
keep inventory of bulletins receiv ed so as to determine distri­
bution by projects. When supply of bulletins or official report 
blanks, etc., is low, prepare a l etter for si gnatur e of agent, 
ordering necessary replacements. It may be de.sirable to brief 
bulletins and circulars for county agents to save their time , 
or to compile county economic data . 

12. Keep mailing lists up t.J d9. te in keeping with desires of agents. 

13. Keep agents posted 11s to need of news articles and circular 
letters, meetings, etc., according to calendar of work and year 
tickler system. 

14. Be in the office promptly and at all times during office hours. 
Be busy with office duti es and do not encourage visitors to call 
from other of fices. 

15. A little study on your part will reveal oth er services you can 
render which will strengt hen the efficiency of the Extension 
Service, thus meeting your part of an obligation and adequately 
filling a position of trust. 
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1. Be loyal to all your · Ext.011sion associates. 

2. Look upon and talk about Extension in its total aspects ar.d 
avoid jealousy. 

3. Assist in working out a clear understanding of the individual 
and joint resppnsibilities of all the staff, so that everyone 
understands his relation to the total. 

4. Be on time for all appointments with others on the county staff 
as well as with the people in the county. 

5. Plan your work long enough ahead to level out the peak loads 
for your secretaries as much as possible. 

6. Make an effort to delegate more responsibilities to the office 
assistants and so avoid some of the peak loads on your time. 

7. Keep your part of the office neat and orderly. Store your sup­
plies and equipment in space so designated. 

8. Never jump to conclusions. Consciously try never to be pre,judiced. 

9. Be a friend as well as business associate of each of those with 
whom you work. 

10. Always be well groomod and appropriately dressed. 
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VIII 

PREVILfG~S m~ FXTENSION vmRKERS 

SALARY !NQ ADVANCi::'.MENT 

Extension work is financed with funds from three different sources: 
Federal, State , and County. The salary is paid a t the end of eqch month 
upon receipt of a monthly r eport from the agent. 

The salary rate is det ermined by th e Personnel Department of Virgin:t.a 
and the F.xtension Administration. Advancement depends primarily on success­
ful work. A merit r ating syst em is us ed as a bas:i.s for salary :i.ncreases 
and promotions. Extension agents with salaries of ~ 5,000 or less may earn 
an increas e at the end of each 12 months. For t b.os e above $5,000 the 
merit period is 18 months. 

ANNUAL ~' §.,ICK ~ AND HOLIJ2AYS (For Employees Und er Personnel Act) 

Employees with l ess than 5 full yea rs of service may tnke 1 working 
day of annual leave for each compl eted cal endar month of s ervice ; 0m­
ployees with more than 5 full years of s ervi.ce may t ake l i days per month; 
employees wi.th more than 10 full y 8ars of service, 1~ days per month. 
Annual l eavo allowance may be accumulated not to Gxceed '2.I+ working dA.ys 
for employees with l ess t 1an 5 full years of service , JO working days 
for employees with 5 full y et;trs of s EJrvic e , and 36 work:i.ng d 3.ys for 
employees- wlth 10 full years of service. 

No allowances for leave with pa~.:" shall be made for an (;mployee 
holding a t emporary appointment; however, service und er a temporary appoint­
ment sr~all be consider ed part of the t otal servicG of a t emporary em~)loyee 
who later is given r estri cted or parman ent status. 

Sick l eave allowance shall be provided at th e rat c of l {- working day s 
for ea o~1 complet ed calendar month of S(. rvice r endor ed b;v e~ch employee 
after January 1, 1943. Unus ed portii:ins of' th e skk 1 0av8 allowance of 
any employee shall be accumul~t ed to a total not exceeding CJO days . 

Sick leave shall be used f or a bs ences necessitat 2a by: iJlnesd or 
inJury to the employee; oxposure to cont ag i ous dis e '.1s e ; illness or death 
in t he immediat e family, r equiring th o attE:Jndanc E~ of the employee for not 
more than 3 days in any one cas e . 

The j ustification for sick leave shall be subj act to verification 
by the Director of Extension Servic e amt by th e Sta t E.i Director ')f Personnel, 
a s by r equir ement of the c er tificate of a physician • 
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Holidays 

Jan. 
... Jan. 

Feb. 
May 

1 - New Year's nay July 4 • Independence Day 
1q - Lee-Jacksoft Day Sept. - Labor Da1 (Fire~ Monday) 
22 - Washington•$ B~rtnday Nov. • Thanksgiving Day (Last 
30 - Confederate Memorial Da.1 Deo. 25 • Christmas Day Thu:Ps.) 

~~,efal Elect1•n 061 

Days designated as State ~olida.ys by special proclamation 
of tae Govern.er. 

Compensatory teave 

If attendance is required ~ a ho~lda7 or rost day, an· employee m~7 
be granted compensatory leave ot at.baGn~e «n th& first vorking day within 
a twelve-month period that he can b• spa?ted after the holida1 on whieh 
h e was r61 uired to w~rk. · 

Rest days (Sundays and halt-day Saturda¥a) and legal holidays that 
may fall within a leave period are not to be eounte4 as day$ on leave. 

Emoloyees .Q!1 Resident Faculty Sta~u1 

The college rules and regulations regarding ho~idays• annual and sick 
leave are applicable. 

A leave of absence for study (vithoui pay exc€pt f~p that time covered 
by earned annual leave not already taken) may be gmnted in meritorious · 
eases where applieation ia_ mad~ "1fficiently in advan•~· Leave of absence 
with pay is granted vorkers t~ att~pd in.service tr~ining f,xtension organ. 
ized short courses at Virginia Folytechn1c Institute er other colleges. 

m SERVICE 

Employees of the department are exem~t from jury service in the 
District of Columbia. They are ineligible n the District of Columbia 
and elsewhere for jury service whenever the United States is a party, and 
cannot lawfully be com~elled to perform jury service in State or municipal 
courts if such service will interfere substantially with their official 
duties. However, whether a particular employee shall be held exempt on 
this ground is a question to be decided 1n the first instanee• by the 
court issuing t~e summons, upon the facts which may be submitted to it 
by the employee or his official superior. In every case, therefore, where 
an employee i3 summoned for jury service in a State or municipal coUrt, 
he should appear, and if such service will interfere subst~ntially with 
the performance of his duties he should r~spectfully inform the court of 
that fact that request to be excused. If the court declin~ s to excuse 
him, the Extension worker snould proceed to sorv~ on the jury. The District 
Agent should be infonned of the facts as soon as possible. 

CIVIL LEAVE - Virginia Personnel Act 

An appointing authority m~y grant an em~Jloyee leave with full pay 
for any absence necessary for serving ·on a jury, attending court as a 
witness under subpoena, voting in an election or taking tests of fitness 
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for employment under these :rul(.;S . An ernployoe .£.Q.!Jill£!12£ teg f.Qr civil gg:t_iq§., 
as by jury or witness f E:e , shall be paid only t he difference between such 
compensation and his regula r salary for th e period of absence. 

An Extension employee holding a cooperative appointment with the 
U. S. Department o.f Agriculture is expected to participate in the Federal 
Civil Service Retirement Pl~n in addition to the State Retirement System, 
and in case of retirement receive benefits from both sources. 

Under the Federal Civil Service Retirement Plan the employee: 

Must retire at age 70 if he has completed 15 years'· service. 

May r etire at age 60 with 30 years' service. 

May retire at age 62 with 15 years' service. 

May r ot ire at age 55 with 30 years 1 service, with his annu..:. 
ity r educed from what it would be at age 60 with 30 yea rs' s ervice. 

An immediate annuity is ~vailable under certain conditions to 
employees who are s epa rated after 25 years of s ervice, and also 
for disability retirement reg~rdless of age. 

The present monthly salary .deduction is 6 percent of the total 
monthly salary. 

U.S.D.A. EMPLOYEES MUTUAL INSURANCE 

Extension Service employees may obtain life insurance through member­
ship in a mutual and non-profit association of Department of Agriculture 
employees. The cost and the amount of the insurance granted varies with 
the age of the applicant. 

If interested, you rr.ay correspond with th e Secretary-Treasurer, 
Department of Agriculture ~eneficial Association, Room 2945, South Building, 
Department of Agriculture, vJashington, D. C. Correspondence with tbe 
Association should not be mailed in an official penalty c:.nvelope. 

BENEFITS - FEDERAL BUREAU OF FY~LOY~ES' COMPENSATION ----- - --~--

Cooperative employees are protected under the Federal Compansation 
Act against injuries and illness where such is sustai ned or caused as a 
direct r esult of perforwance of official duties to which assigned under 
their appointment. Designated f acilities of the Bur eau must be used as 
well as their designated physicians wh er e avnilabl o and except for emerg­
ency trea tment. Medical treatment, surgery and hospitalization are, provided 
for. Compensation for loss in time is p.13.yable in th t.=; event of leave 
without pay. Circulars giving designat ed physicians and f acilities are 
s ont out from time to time. If injured whil .e on official duty, notify 
headquarters at once and if necessary by t elegram. 
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GROUP HOSPITALIZATION INSURANCE -- ..---..- -·---
Hospitalization insurance is available to county Extension workCJrs. 

It is not a condition of employment tho.t the worker participates. Your 
District Agent will furnish you complete information on this insurance. 

It must be kept in mind that the penalty privilege regulations must 
be followed, and th~t they cannot bo wuivQd or altered to meet chnnging 
conditions. They are fixed by the United States Post Office DGpartment. 

The penalty privilege is granted to E~tension agents for the purpose 
of carrying govGrnment business, as covered by th 0 Feder o. l appointment 
of the agent. This business consists of performing services of an educa­
tional nature in agriculture and home economics. 

In addition to tho penalty provided by the Federal Government for 
the violation of the free mailing privilege, the S ecret ~iry of Agriculture 
has ruled as follows: 

"Abuses of the penalty mailing privilegos 3re detrimental to the 
public welfare in many ways. Heports of abuses on the part of th e Extension 
employees have been compar3.tlvely rg,re, but we should seek in overy pos­
sible way to prevent such abuses. 

"In the future, Department appointments of Extension eMployees who 
<lefinitely abuse the penalty mailing privilege will be terminated with 
prejudice. This is appropriate and this policy should be vigorously 
onforcEJd." · 

The responsibility for checking the use of th o panalty privil ege for 
possible violations has been delegated to the Stato Bxt unsion Director, 
with supervision from the Federal Ext ens ion office. 

The procedure which will be followod in connection with thG handling 
of returned mail and violations of the ponalty privilege is as follows: 

"All penalty privilege mail used by cooperativo Bxtension employees 
t.hat is undeliverable will bo returnnd to the St3t e Extension office to 
bs opened ~nd examined for viol~tions of the penalty privilege . After 
being examined, all such inail should be returned to county officos from 
whi.ch it or iginated with a request to corrf-)Ct or romove namo from rr.ailing 
list. Violations may be divided into two groups, 

1. Obvious and non-cont es t.3. ble vioh tions in the intor os t of Fs.rmors t 
Organizations and oth er non-gov..=;rrrmEmt. a0.tiviti (:3 S or ad'trnrtisoments 
of commGrcial products. The us c of p8nal ty orw olopes in th 0 free 
mailing of: 

a. Announcements of f13.rrri organizo.ti.on meetings. 
b. Farm organization m0mbf;)rship cards and r ccei.pts for payn1ent 

of dues. 
c. Matter obv:tously pr0par0d to promote tho salo or qso Qf 

c~mmercial products. 
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Violations in this group a r e the most s erious type a nd paytn ent 
of postage on all such rnai l in~ s is r 8quir0d. Receipt from local 
postmast er or C".l ncelled pos t8. r c st ~unps should bo filed along 
with sta t ement from person i nvolvad. If samo type of violation 
should occur in tho futur e by s ame p erson strong er notion should 
be taken by the State director. 

This will, of cours e , necessit:ite the nA. inkth.i ng of r ecords on 
t he a bove type of viola tions so tha t they may bo examined periodi­
cally by t his office. 

2. Viol9. tions about wh i ch a r oasonnbh) doubt exists ns to th o 
eligibility of mi:-t tt er for m!lili ng under the ' enr.. l ty priviler. e , 
and minor violations tha t a r e th s r C'sult of clericr: l errors or 
misundorstrmdings. 

a . Furnishing s elf-addross c'}d pena lty post ce.rds or cnv d opos 
for us e of th e r ecipi ents' r eply wf-1en t h e act of r <.:. plying 
appc:nr s to be in t h o i.nts r est of th e r ecipient. 

b. Incidentnl r c:.f er ences to comn~erd.~.1 products in ·:i manner th 9. t 
could possibly be construed ?. S ndvortising. 

c. Th e us e of penalty envelopes i n the fr ee ma iling of ms. t erial 
in t he int er est of :i cooper r_. ti ve mar keting a ssociation wh en 
it is not cl Ei.i:tr wh 0t~er or not th1_; associ a tion ha s r oa ched 
a stage or org~nizat1 on wh en th e associ a tion should assume 
all cost s of mailing matter in the int er ost th er eof. 

d. Failure to type out proper title . 

e . Entire or partial omiss i on of coopor ntivo hoad i ng, 

f. Mailing StJ. t e Extension publications i n penalty ·snvolopes 
without proper l et ter of tr~nemittal. 

Wh enever '.1 r ecord do es not ex i st of provfous violations by employees 
involved, v:i.ol1. tions in this group sh~uld b e called to th e atten­
tion of employee with ins tructions t o fo:Uow r ogub.tions more 
carefully in the futur e . Payment of postr.:tf:e is not r equir '3d 
on violations in this group unless th er e is a record of previous 
violations. Wh en r ecord do cs ux i st, previous viol.i.tions should 
be called to the a tt ention of t ho omployeo with instructions to 
pay loc ~l postmast er suffici ent postage to cover entir f; mailing . "*i~ 

The above procedure md th o r ogul a tions a nd instructions s et forth 
in th e publica tion entitled "The Us e of th e Foder~11 Penalty Privilege 
by Cooper g, tive T1 ~xtension Employees" should b::;; t horoughly und erstood by 
all employcGs. A copy of this publ:i.ca t ion is avaihble i n cn ch county 
and Sta te office. 

** U. S. Dept. of AgriculturA 
Feder a l f,xtension Service 
Wa shington 25, D. C. 
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IX 

REPORTS 

Eaking reports is an essential part of the Extension job. They are 
required by law and nre a report on our stewardship to tl1e public. 

The Fxtension worker gains from rr.aking a summary of the activities 
and accomplishments during the period covered by th e r eport. It is a 
means of placing before supervisors and administrators the r esults ob­
tainod by the Extension worker. It makes possibl e more effective plan­
ning for future work. It meets the obligation which every worker has -
to leave a record for the person who succeeds him on the job. 

Fach year every Extension worker receives specific detailed instruc­
tions covering the reporting forms currently in uso, and th -J se instructions 
should be stud iod carefully. Most important, every Ext ens ion work er should 
be entirely familiar with all definitions of Extension t errnE. Precise 
use of Fixtension terms is an obligation each Extension worker owes to 
other members of his or her profession, and only the terminology approved 
by the United States Department of Agriculture and by the Association of 
Land-Grant Collee,es and Univorsities, should be used. Any deviation from 
this accepted terminology r esults in confusion and error . 

The approvod definition of Extension terms is printed in detail in 
every copy of the National Statistical report forr.i. 

MONTHLY ~RTS 

There are three purposes of th o Monthly Report. Ono is to koep dis­
trict agents, specialists and the administrative staff informed as to tho 
current activities of the agents in the countiGs, the progress of the 
various progrJ.ms be:tng carriGd on, '1nd to furnish tir.1ely stories for the 
local newspapers and the Extension ~:ditori9.l office. 

Another purp ose is to accumulate accurnto data for thG compilation 
of the annual report, 

The third purpose is to help the worker r ovi0w his accomplishments 
and revise pl~ns for the following month . 

The first page of the monthly stn tistical report form shows the day 
by day locRtion 1. nd type of activity of the Extension a~:ent. Occasional 
analysis of this page by the agent is vnlu'J.bl e in indic::i.ting v.hother too 
much time is baing concentrqted on too f ew activities or commun:i ticrn , or 
whether the work is being fairly spread over th 8 whol 8 county. This is 
good information to have sometimes to answer any unjustified c;riticism. 
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The rGst of the monthly statist ic~l r eport form is in conformity to 
the annual st2tisticnl form, ~nd is purpos0ly designed so that totals 
from the twelve monthly reports can be transferred to the annu'.11 report. 
This will cover nll required inform;;i. tion in reg'1rd to the agents routine 
activities and d~ys devoted to the v~rious subject-matter programs. How­
ever, there a:re many questions in the 9.nnual report form th9. t can only 
be answered from a daily r ecord of the agents ~ctivities, or from fil es 
accumul.'.:t ted during the year on each of the principal subject-matter programs. 

MONTHLY NARFt.ATIVE REPORT -.------- -- ----
The monthly narrative reports should be written in the who, whom, 

wh9.t, how, and why form of news stories. Their principn.l purpose is to 
publicize Extension work, to furnish material for the carrying on of 
Fxtension teaching through the media of local newspapers, frtrm magazines 
and the r~dio, to keep subject-matter specialists informed as to the 
progress of programs in their f i0lds of work and to build up a month by 
month r ecord of the subjects to be covered in the annual narrative report. 

There are many spot news and human interest stories that :i;r·e complete 
in th8mselves, nnd should be included in the monthly narrn.tive a nd given 
to the local newspapers. Too often, however, agents f.:.i.il to .follow up 
the progress of import9.nt progrnms, and end their year's work in December 
with wide gnps to be filled in from memory in wvi.ting up the annual narra­
tive report. 

One point to be remembered in writing monthly narrative reports is 
to start e~ch subject-matter story on a s eparqte page, properly hoaded. 
When the monthly narratives are r eceived they are separated according to 
subject-matter he~dings, and each specialist r eceives those reports deal­
ing with his field of work. 

ANNUAL REPORTS 

Annual reports, like the monthly report, consist of two parts, the 
statistic,'.3.l, and the n~rrative . Th.e stat1.stical report tells ~ was 
done, the narrative tells ~~ it was done, ~ it w~s done and the I,2~~ 
achieved . 

ANNUAL STATISTICAL RH',PQRT 

In studying the n::itional report form, it becomes very appe.rent th'lt 
this report is concerned almost entirel~r with neonle, not with .:thing.§.. 
Almost every question is concerned with cornmuni tics , with families, with 
l eaders, with individuals worked with, org~nized, assisted. This emphasizes 
that Extension workers 9.re t eachers, and that the measure of their accom­
plishment is the number of people whose pattern of behavior has been 
changed for the better, not in the number of miles of terraced lines run, 
or quarts of vegetables canned. 

The National Statistical report is essentfally a r oport to the Congress 
and to the people of the United States on the nccomplishments of the 
Fxtension teaching job. 

-44-



,• ~} I .I : ,! ; ' '1 •. ,i 

; ~ : \ " • I ,: ; 

• , • , 

. . , ... 

·, \ : .. 



Th e purpose of the annu-:.1 nri1·rri.ti.ve r 0port is to sumrP-'.J. riz8 a nd inter­
pret th o outstanding r csul ts ~ccN .pliRh ~;d in_ h elping rur'll people solve 
their current proble"Ds !?.nd to maL ~ ad,ius tnents to changing economic :md 
social conditions. As an a jd to t~e ordsrly reporting of r esults accom­
plished, a chronological r Gcord should b (:) kept throughout th ~- yoa r of 
the problems , n~ethods 8.nd r 1.~ sults in c01inection with e3.ch ma jor program. 

Follow a cc ept ed standa rds of writing, in spelling, grm;ir:tnr, conposi­
tion and arrangement. It is much hardor to writ e short comprehensive 
narratives, but they are moro effectiv0 than n long, rambling, unorganized 
report. 

In H.'xt ension work, th er e a r o two general typGs of r -::.:ports . The 
first, includ os monthly and nnnun. l sto.tistiCa.l and no.rra ti.v e reports, and 
has for its purpose evaluG.tion of Extension work and t ht; accomplishments 
of the worker. The s econd typo consists of questionnnir :;s 01· sp0cial 
r<::ports on specific conditi.ons or activit1.es whfoh a r c s . .:nt out from the 
State h6adquarters. Their purpose is to bring inforrr.n ti on fron the fi8ld 
to the headquarters. Spechl r eports should be given tho s~rw c'lreful 
and prompt attention as monthly and annml r eports for th ey would not be 
r equest ed unless the inforrr..o. tion w.,_s consider ed nocossary and worthy of 
the timo nnd effort required. 

A f ow things about special reports should bo kept in mind . First, 
bo sure your answer is identified. Oft en reports come in without a 
county mme to indicate its origin. Such r Gports a.re worthl.c.ss and the 
agent sending it in is checked as failin~ to r uport. 

Second, sometir1e s qus stionnaires r Gquest infort::o. tion which is not 
applicnble to certain countios, or tho f.lctivity or condition r uf orred to 
doos not exist. Sor.ietimos r.igents ar c inclined to ignore th o question­
naire; no report is conplet e until all counties r eply, and the people at 
headquart ers hn ve no way of knowing wheth ~ r or not the questionnnir8 wns 
overlooked. Mnke a practice of answ~ring promptly and a s accur~tely as 
possible . 

Third, make su.rG your answer is r eturned to the person specified in 
the request, whcthE..r district agent, sp ocialist, or member of tho adminis­
trative staff. A consid8rqble dolay may bo caused by addrossing the wrong 
person, bec'J.us c district agents are locntGd at various points in the 
Sta t e ~nd specialists ~re sc~tt er ed all over the campus , 
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Ac:. -::unt"ing per tains to fiscal mrJ. tt ors i nvolving s:1lari 8s, p~yrolls, 
mont hly t r avd '-'xpers e s ccounts, c..nd specia l tr."J.vol oxpons o a ccounts. 
Th er e a r e f l sc;;i. l reguh tions :.tnd a~nndments on file in oach Ext ension office. 
This fil e should be studied ca r ,::. f ul ly so thr. t report s ·rnd a ccounts c ri.n 
be suhriitt ed nccur G. t ely 't nd promptly o 

Sal9.r y ch e cks a nd county vouch ers a r e mail Gd from the St .~: t e office 
at the end of Gach month upon r ocoipt of tho worker's mont hly r eport. 
Checks a r c usuo.lly ava ilabl e in th o Accounting Office on the first of each 
month for the previous month 1 s work. Th ey g,r e h eld in tha t office until 
the worker has submitt ed his mont hly r eport. Th o s al a ry chock is ma iled 
wh en th e r eport is r eceived . Expe ns e account checks '.1 r c mailed fron the 
Treasurer's Offic e , Richr.1ond, Virginia, wh on th ey have been ~lUdited and 
certified by th o Auditor's Office a t V. P. I. and th o St'l t u comptroller's 
offic e in Richmond. 

The sa l a ry vol.l chor wh i ch a ccompanies th€ st'lt e ch eck should be pres Gnt ed 
to th e clerk for th !l t portion of the worker's salary. Wh on the sa l a ry 
ha s been paid the form nt th e bottom of th G page should be det a ched, 
complet ed, a nd m13.iled to t he o.ddress shown t her eon - this is very i mportant, 
It is proof of payment from th e county. 

The amount of sa l nry ~~ id is listed on your copy of Form ES-17, 
Appointment Request Blank. Ea ch employee r eceiv es an it emized stnt or:i ent 
showing deductions mad e from his sa lary for income t ax, state retire­
mGnt, f eder a l r etirement, insur0.nc e , o. nd socfal s ecurity with his sr:tla ry 
ch eck for the months of July !J. nd J ::inu '1 r y . If any chnnge is r.nde in 
sa l ary other th:;\n a t th e specifi ed r.1onths, a sta t eme nt showing the change 
in s~lo.ry a nd deductions and an explnna tion for th e chnnge is sent in th e 
pay cnv~lope for th e month in which th o ch!'. ng e occured. 

Upon r esign~tion from s ervic e , th o finnl s ~lary ch eck is not r el eas ed 
to the pay ee until ~11 r oquirod r eports :ir e r cce i v ed ct t ho21.dqmrt ers. 

PROMPTNESS r:md ACCURACY ar e ess entinl to prevent del ay in r e i mbursement. 
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XI 

PUBLIC INFORYlA TION AND EDUCATIONAL A ms 

Th e Public Inform~tion and Educa tional Aids Dep~rtmont is l~rgely 
a s ervice unit working with nll othE. r departments and county n.gents, 
supplementing their work with th e prepar'.:ttion of bulletin, news , r adio, 
TV, and visuo.1 aids mO. t erhl. Monthly publico. t ions, mineogro. phing for 
ot her departnents, and offic e supplies ar e also handled by this department. 

BULLFTINS 

All bull etins, circul~rs , o. nd miscellaneous na t orial nre edited and 
arrangements made for printing. Specialists a r o encour~ged to work with 
the editors fron th e very beginning in planning and writing a publication. 
Distribution of printed matori~l of Virginia origin a s well as of U.S.D.A. 
is handled by this department in cooper ation with other departments, 

NEWS AND NEWS PICTURES - - - _,..-......;-......-.;.--. 

News role~ses on all timely phases of Extension nctivity goes out to 
weekly and daily newspapers, some dir oct by mi neognphed copies nnd some 
through newspaper wire services • . Copies of mn t erial for weekly papers 
and specii:il fe ri. tur0s .2bout county work '.l. r e supplied to both the news­
papers ·9.nd county workers. Special homemaking i t oms are sent each week 
to home agents. 

With items of st ri te-wide or gener:il int er est, mnts are sometimes 
supplied to newsp:i.pers; or in qn nr oa of more linited interest, pictures 
may be supplied. For local interest items, two 1-column cuts or one 2-
column cut a year will be nade for eac~ 1 agont for us e in his local news­
paper. Agents desiring t his service should send in a clear, glossy black­
and-white print. 

Some mnts a r e kept in supply ~nd qr o obt ~inabl e on r €quest: 4~H 
and home demonstration emblems, column headings for county '1gents 'lnd 
county home demonstr:i.tion agents' colur.m, nnd some of the specfa.lists ~nd 
ndministr~tors. Any cut appeqring in an Extension monthly publication 
may be borrowed for loc~l use. 

Any agent wanting to l,lse a column headi.ng of h:i.s own design may get 
a cut of it if h e will supply sketch · of his design and spoeify 1- or 2-
column size. 

Mqterial for publication in the 4-H Club monthly paper should be sent 
to the 4-H Club department by first of the month preceding the month of 
publieation nnd for the Extension Service News, by the 15th of the month 
preceding the month of publication. 
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Statewide, the department sends e.:1. ch week two packets of mimeographed 
news material to all interested radio stations in Virginia and neighbor­
ing st3.tes; one of these is the same as sent to weekly papers and county 
agents . The other is intended primarily for radio farm directors but 
will be s ent to agents on request. 

Tape recordings carrying six 5-minute talks by specialists are sent 
each week to 30 or more stations in the state. A daily r~.ldio program 
over a Roanoke station and a weekly TV program on another Roanoke station 
features VPI specialists and research workers. Some of the material used 
on these programs is available on request. 

Material of much help to agents using rn.dio and/or TV is already on 
file in county offices, or may be obtained from the information depart­
ment on request. 

Motion pictures, slide sets, and slide-films are available on mt:iny 
subjects. Motion pictures are described in the Virginia catalog, slide­
films in the U.S.D.A. catalog, and slide sets are announced by the 
specialists concerned. Write them for borrowing of sll.de sets. Motion 
pictures and slide-films o.re handled in the information department. 
Orders for motion pictures and slide-films should be placed o.t least three 
weeks in advsnce of proposed use. 

A file of negatives is maintained also . .A.gents wishing 4" x 5" prints 
of any of these may obtain a reasona ble amount on request. Two black-and­
white negatives a year can be made from Kodnchrome slides for each agent, 
for use in making cuts of black-and-white enl8.rgements . One display enlarge­
ment (11 11 x 14") of any negn.tive on file or one supplied by an agent will 
be m9.de for an agent once a year on request. 

For charts, drawings, cartoons, r:md other visual a ids requiring the 
service of a commercial artist , such help is available for special dis­
plays, TV visuals, posters, and other material hr-i.vi.ng state-wide applica ­
tion and use. 

Workshops or clinics on news writing, rad.io and TV programming, photo­
graphy, circular letters, and visual aids will be held for groups of county 
workers upon request of district ngent s. County training schools for club 
reporters will also be held when requested by county agents . 

-
Persons wishing assistance with stories for magazines or similar 

outlets qre invited to send or bring their compositions to the editors. 

Suggestions are also available as to camera and projection equipment 1 
tape recorde-rs, special print1.ng jobs, n.nd other specialized problems 
with which county ~:i.gents s.nd. speci~lists may be faced. 
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