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New Extension Specialist Training Program Training Manual 
The purpose of the New Extension Specialist Training Program is to provide opportunities for newly employed spe­
cialist faculty to receive unit based, hands-on orientation and training in preparation for assuming assigned roles in 
their department. As a training specialist, it is your responsibility to work with the new specialist to orient them to 
Extension and provide meaningful experiences in Extension educational programming for up to three months 
before they report to their assigned unit. 

The information in this manual is designed to assist you in carrying out your responsibilities as a Extension 
specialist. 

Dr. Jerry D. Gibson, Extension Specialist, Staff Development, and Betty Nunley, Program Assistant, Virginia Tech 
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New Extension Specialist Training Program Policy 

Introduction 
Virginia Cooperative Extension (VCE) employs Extension specialist faculty who hold academic degrees from a 
wide variety of disciplines. The specialists' academic preparation enables them to acquire Extension positions in 
youth development, agriculture, natural resources, family and consumer sciences and community development. 
Degree programs provide excellent subject matter training but often lack opportunities for students to obtain skills 
or strengths in such necessary subjects as group facilitation, planning and organizing educational programs, eval­
uation, volunteer management, local government relations, educational technology, communications, and many 
other related subjects. 

Because degree programs seldom provide adequate programming skill development courses, VCE provides its own 
program through which fieldwork expertise and educational programming competence may be developed. The 
purpose of the New Extension Specialist Training Program is to provide opportunities for newly employed spe­
cialist faculty to receive unit based, hands-on orientation and training in preparation for assuming assigned roles in 
their campus departments. All new specialist faculty are normally expected to participate in the new Extension 
Specialist Training Program. 

Training Partnership 
Under the direction of experienced, highly qualified specialist faculty, new Extension specialists are provided train­
ing prior to their placement in designated campus offices where they will be expected to take full responsibility for 
a program. The experienced specialist, known as the training specialist, provides the bulk of the orientation expe­
rience. The new specialist, the specialist's Department Head, the training specialist, and a specialist from 
Agricultural and Extension Education (A&EE) comprise a partnership engaged in the training. This specialist­
training program precedes the existing mentoring program that is provided once the new specialist is working at 
the assigned location. The training specialist and the mentor may not be the same individual. 

Location of Training 
The new specialist training will occur on campus and an extension unit located within reasonable distance to the 
assigned unit. In special situations, the training may need to take place in the assigned unit. Occasional trips may 
be taken, if the training specialist believes the new specialist needs to observe or participate in a certain event not 
available in the specialist's assigned department where the training is occurring. New specialists may choose to 
temporarily reside near the training unit; however, any expenses associated with such a temporary residence are the 
sole responsibility of the new specialist. 

Selection and Preparation of Training Specialists 
The training specialist to which the new specialist will be assigned will be selected jointly by the department head 
and the appropriate program associate directors, with input from the A&EE specialist. Training specialists will be 
selected from among a group of experienced specialists who have volunteered to serve in this capacity and who 
have been trained to provide the necessary experiences for the new specialist. Their training will be conducted on 
a scheduled, periodic basis but may be provided on an individual basis if an unexpected need arises. The training 
will be planned and conducted by A&EE with input from appropriate administrators. 

Duration of Program 
The new Extension Specialist training program will normally extend for three months, beginning on the second day 
of the specialist's employment. The new specialists will spend their first day of work meeting the members of the 
assigned department and working with their Department Heads. The training program may be shortened by mutu­
al agreement of the department head; the appropriate associate director, the training specialist and the specialist 
assigned to assist the specialist. A training program of less than three months is rare. No training program should 
extend beyond three months. 
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Advancing to the Assigned Location 
Following the training program, the new specialist will arrive at the extension department to which he or she has 
been assigned, if the supervising partnership has determined that the specialist has successfully completed the train­
ing program. 

Training Completion 
During or at the conclusion of the new specialist training program, the supervising partnership or the new special­
ist may recommend that the department head discontinue or terminate the appointment with two weeks notice. 
Such an event may occur due to poor performance, lack of suitable fit, or the discontent of the new specialist. 
During the two weeks notice, the new specialist will work in a location assigned by the department head. 
Following the two weeks notice, employment with Virginia Cooperative Extension and the university will end. 

Program Implementation Steps 
Recruitment and Selection 
VCE requests specialists give appropriate notice when they plan to vacate their positions. While this is not always 
possible, every effort should be made to give VCE this consideration. Early notice of a vacancy allows VCE to get 
an early start on recruiting replacement faculty. This is particularly important since the new specialist training pro­
gram may extend up to three months before a new faculty will arrive at the home department location. Localities 
are eager to have short vacancy periods so that community needs are met. 

To accommodate new specialist training and minimize as much as possible the vacancy period, VCE will accept 
resumes from potential specialists on a continuous basis throughout the year, advertising openly two or more times 
a year. When necessary, individual position announcements will be advertised in addition to the open advertise­
ments. Additional recruitment efforts, including recruitment visits to universities and career fairs, may also be used 
to identify specialist candidates. 

Once selected, new specialists are enrolled in new specialist training as quickly as possible. Department heads will 
communicate each individual training plan to the appropriate department entities. 

Placement 
The department heads, working with the other training partners, select the unit and training specialist to which the 
new specialist will be assigned for up to three months. Many factors are considered in making this decision so that 
the new specialist is able to obtain the most appropriate training. 

Training Specialists 
Training for the training specialists will not exceed eight hours. Training guidelines will be developed by A&EE 
that will address expectations of the training specialist and will include suggestions for how the trainers can best 
structure a beneficial process for new specialists. 

Developing and Implementing Training Experiences 
An Information and Action Items Checklist and a written plan will be used by the training specialist and new spe­
cialist to structure the training experience. The training experience in the mentoring department will enhance and 
reinforce the programming knowledge and skills needed for effective Extension educational programs. This will 
be done collaboratively by the department head, the training specialist, the new specialist faculty and the A&EE 
liaison. Included will be on the job experiences, readings and in-service subject matter training or self-directed 
programming modules. The A&EE liaison will maintain periodic contact with the trainer and the new specialist 
faculty to monitor progress. 

Assessing Progress 
At the conclusion of the training, an exit interview with the new specialist faculty will be conducted by the A&EE 
liaison to determine the extent to which he or she has improved or acquired the appropriate programming knowl­
edge and skills to function as an effective VCE specialist in the department unit. In addition, the A&EE liaison 
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will conduct exit interviews with the training specialist. Depending on the outcome of the interviews, additional 
training for the new specialist, such as subject matter in-service or the Extension Programming Institute (EPI), may 
be recommended. 

Decision on Placement/Continuation 
The supervising partnership will meet to discuss the new specialist's final evaluation to determine whether to 
advance the specialist to a campus department or discontinue employment. 

Follow-Up 
Once placed in a campus department, the specialist participates in the VCE mentoring program for new specialists. 
This program pairs the new specialist with an experienced specialist or specialist who is available to answer ques­
tions, check on the specialist's progress periodically, and encourage good performance. The new specialist also 
meets regularly with the department head to plan programs and check progress. Staff development needs identi­
fied during the orientation program are provided. The assigned A&EE specialist contacts the new specialist month­
ly during the first year of the assignment to provide assistance and encouragement and to identify additional staff 
development opportunities. 

16.9 Effective Date 
This policy is effective on January 1, 2002 

5 



The Role of a Training Specialist1 

What training specialists do: 
1. Set high expectations for performance 

2. Offer challenging ideas 

3. Help build self-confidence 

4. Encourage professional behavior 

5. Teach by example 

6. Provide growth experiences 

7. Explain how the organization works 

8. Coach the new specialist 

9. Offer wise counsel 

10. Share critical knowledge 

11. Offer encouragement 

12. Address negative behaviors and attitudes 

Training specialists provide exceptional learning experiences for the new specialist and highlight key ideas and 
information that make events meaningful. They expand the new specialist's awareness, insight, perspective, 
knowledge, skills, and behaviors. They can be a powerful force for developing new specialists and their organiza­
tion. There is often a bit of improvisation and drama in the new specialist training experience, which we remem­
ber and use. 

New specialist training is largely the art of making the most of a given situation. It is part intuition, part feelings, 
and part hunch-made up as you go along, and composed of whatever ingredients you have available at the 
moment. This is largely what it is, and from that reality it derives its power. 

In an increasingly complex and high-tech environment, we all experience needs for special insight, understanding, 
and information that is outside the normal channels of training programs. Training specialists are people who can 
help fill in the cracks in our comprehension of the complex problems we face. 

Training specialists teach the new specialist the ropes of Extension work, set high standards for performance, call 
the new specialist to meet the most exacting professional codes and provide encouragement and comfort during the 
tough initial period of getting one's feet on the ground. 

New specialist training is a relationship in which a person with greater experience, expertise, and wisdom coun­
sels, teaches, guides, and helps another person to develop both personally and professionally. 

1 Source: Shea, G. F. (1992). Mentoring: A practical guide. Crisp Publications, Inc. Menlo Park: CA. 
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The Empowering Training Specialist 
Sound new specialist training respects the uniqueness of the new specialist and strives to enhance the special 
strengths of that person. Effective training specialists tend to focus on what the new specialist did in response to 
their help rather than how he or she did it. Barring some negative or destructive response that might damage one·s 
self or others, training specialists need to focus on the positive results of a transaction-if they are visible. 

The desire to ''do it my way" is critical to the new specialist's sense of self, for it respects that person's specialness. 
Doing something the training specialist's way may lessen new specialist ownership. It may be a way for the new 
specialist to avoid thought or responsibility. It might also be downright uncomfortable for the new specialist. The 
new specialist should adapt the training specialist's help to his/her own situation and style. This enables the new 
specialist to wrestle with the details, perhaps try different approaches, and discover his/her own talents or strengths. 

Because a new specialist may choose to do something his/her own way and not appear to do what we expected, we 
may not recognize that our assistance has been effective. An effective training specialist lets go, or more impor­
tantly, does not take charge of a new specialist. A helping relationship is a freeing relationship. 

Recognizing the needs of a person adapting to change, and responding appropriately, is the training specialist's 
challenge. 

New specialist training should be viewed as a partnership, with both parties freely contributing to the discussion as 
equals working together, based on mutual respect. A training specialist may still have greater experience, insight, 
and wisdom but the relationship can be one of sharing rather than only top down giving and receiving. After all, 
the training specialist helps-but the new specialist does. 

New specialists and training specialists need to be explicit about what they hope to gain from the relationship 
through developing a written plan. 
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New Extension Specialist Training Process 
The following process is suggested based on the New Extension Specialist Training Program policy. 

I. Placement of New Specialist: Determined by the department head with input from the appropriate associate 
director. 

2. The New Specialist Completes a Programming Skills Inventory: Results of this inventory are reviewed by 
the department head and the Agricultural & Extension Education (A&EE) department liaison specialist. 

3. Training Specialist Orientation: The department head, A&EE liaison, and training specialist meet to discuss 
the programming skills inventory. Ideas for the new specialist training program is based on the programming 
skills inventory and Information and Action Items Checklist and Suggested Tasks are discussed. 

4. New Specialist Orientation: The department head, A&EE liaison, training specialist, and new specialist meet 
to discuss the new Extension Specialist Training Program noting information from the programming skills inven­
tory. A preliminary plan for the new specialist training are discussed using the Information and Action Items 
Checklist and Suggested Tasks (NOTE: Items 2 and 3 could be covered in a sequenced meeting at one time). 

5. Development of New Extension Specialist Training Plan: The training specialist and new specialist meet to 
discuss and finalize a plan for new specialist training using the Information and Action Items Checklist and 
Suggested Tasks. This plan needs to be in writing and submitted to the department head for review (and shared 
with the A&EE liaison). 

6. Agricultural & Extension Education Department Site Visit: The training specialist and new specialist work 
to accomplish the items identified in the training plan. The department head and A&EE liaison will maintain 
periodic contact with the training specialist and new specialist to monitor progress. 

7. Submit Summary of Training to Department Head: Upon conclusion of the program, the training specialist 
submits the results of the completed plan and Information and Action Items Checklist with appropriate com­
ments to the department head and A&EE liaison. 

8. Exit Interview: An exit interview is conducted with the training specialist and new specialist by the A&EE liai­
son to determine the extent to which the new specialist has improved or acquired the appropriate programming 
knowledge and skills to function as an effective VCE specialist in the campus department. The results of the 
interviews are shared and discussed with the department head. 

9. Final Evaluation: The department head, training specialist, and A&EE liaison meet to discuss the new special­
ist's final evaluation to determine whether to advance the specialist to his/her campus department or discontin­
ue employment. 
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Pre-Assessment Survey Form 

Programming Skills Inventory 
The following questions are intended to assess your current skills in developing. implementing, and evaluating non­
formal educational programs. It is not a test, so there are no right or wrong answers. The results will help us struc­
ture your training program so that the experience can be as meaningful to you as possible. So please answer all 
questions candidly and honestly. 

I. The first component in the VCE programming process is situation analysis. One step in conducting a situation 
analysis is to develop a unit profile. The unit profile is a descriptive snapshot of the unit based on data gathered 
from a variety of existing sources including the census bureau, state governmental departments and agencies, 
planning district commissions, and city and county agencies. A second step in situation analysis is to assess unit 
resident perspectives on the issues and problems they think impact their lives. This may involve conducting 
issues forums, focus groups, key informant interviews, or a community survey. 

Please describe any experiences you have had in doing this type of programming activity. 

Based on your understanding of VCE situation analysis and the experiences you described, how would you rate 
your skills on this programming component? (Check one) 

( ) Excellent ) Fair 

( ) Good ( ) Needs improvement 

What experiences do you think would be helpful to you to improve your understanding of situation analysis? 
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2. The second component in the VCE programming process is designing and implementing educational pro­
grams. VCE educational programs are designed to bring about change in participants. These changes, which 
are identified in program objectives, focus on increasing awareness of an issue or problem. and/or increasing or 
developing the knowledge, skills, and/or practices/behaviors on how to effectively deal with the issue or prob­
lem. VCE educational programs are designed and implemented to provide a coordinated set of sequenced learn­
ing activities to a targeted audience that promote the effective acquisition of knowledge, skills, and behaviors to 
address and resolve issues and problems identified in the situation analysis. Additional aspects of designing and 
implementing programs include identifying resources and developing a program marketing plan. 

Please describe any experiences you have had in doing this type of programming activity. 

Based on your understanding of VCE program design and implementation and the experiences you described, 
how would you rate your skills on this programming component? (Check one) 

( ) Excellent ) Fair 

) Good ) Needs improvement 

What experiences do you think would be helpful to you to improve your understanding of program design and 
implementation? 
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3. The third component in the VCE programming process is program evaluation and reporting. Program eval­
uation involves documenting the extent to which program participants made the expected changes that were 
identified in the program objectives. It can also be used to determine if the program operated effectively. 
Collecting data for program evaluation can be done before and/or after a program and in a variety of ways (obser­
vation, analysis of existing records, personal or telephone interviews, and surveys). Program reporting involves 
communicating information on program outcomes and operations to the organization and other key people who 
need to know this information. 

Please describe any experiences you have had in doing this type of programming activity. 

Based on your understanding of VCE program evaluation and reporting and the experiences you described, how 
would you rate your skills on this programming component? (Check one) 

( ) Excellent ( ) Fair 

( ) Good ( ) Needs improvementt 

What experiences do you think would be helpful to you to improve your understanding of program evaluation 
and reporting? 
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4. In addition to the three programming components, an important piece of the VCE educational programming 
process is working with the unit Extension Leadership Councils (ELC). A Unit ELC is a group of diverse com­
munity members that work in partnership with the local Extension unit to assist in: 1) planning, developing, 
implementing, evaluating, and reporting on Extension programs that meet local needs; and 2) designing, imple­
menting, and evaluating a marketing and development strategy for the local Extension unit and its programs. 
The Extension educator's role is to facilitate the ELC's involvement in the educational programming process. 

Please describe any experiences you have had in doing this type of programming activity. 

Based on your understanding of VCE ELC's and the experiences you described, how would you rate your skills 
on this programming component? (Check one) 

) Excellent ) Fair 

) Good ) Needs improvement 

What experiences do you think would be helpful to you to improve your understanding of ELC's? 
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5. Another important piece of the VCE educational programming process is working with volunteers. Volunteers 
are considered non-paid VCE staff and work jointly with paid VCE personnel. They are a valuable resource and 
an integral part of the education mission of VCE. Effectively working with and administering volunteers 
involves recruitment, training, support, recognition, coordination, and supervision. 

Please describe any experiences you have had in doing this type of programming activity. 

Based on your understanding of the VCE process of working with volunteers and the experiences you described, 
how would you rate your skills on this programming component? (Check one) 

( ) Excellent ) Fair 

( ) Good ) Needs improvement 

What experiences do you think would be helpful to you to improve your understanding of working with volun­
teers? 
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New Extension Specialist Training Plan 
The key to a successful new specialist training program is to state up front the roles and expectations of the train­
ing specialist and new specialist so that they know what is expected of them to achieve a successful outcome. This 
is best accomplished through a written Extension Specialist training plan based on the Information and Action 
Items Checklist and Suggested Tasks. Use the Information and Action Items Checklist and Suggested Tasks to 
develop a written plan that best suits your needs with the new specialist. A written training plan needs to be devel­
oped that can be shared with the department head and the A&EE liaison. 

Information and Action Items 
Checklist and Suggested Tasks 
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Virginia Cooperative Extension 
New Extension Specialist Training Program 

Information and Action Items Checklist 
A written plan should be developed and mutually agreed upon to address appropriate information and action items 
in the checklist. Check off each information item after it has been sufficiently reviewed, discussed, and understood 
by the new specialist. NOTE: Some information items may be covered in other sessions, meetings, or events. The 
plan should focus on action items that are most appropriate for the new specialist. Check off each appropriate 
action item after it has been sufficiently acted upon. Also provide comments or needed follow-up information. See 
Suggested Tasks for ideas on addressing items in this checklist. 

New Specialist: 

Training Specialist: 

Assigned Department: 

Starting Date: 

Training Specialist's Comments: 

Overall Assessment (including additional training needed, if appropriate): 
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....... 
~ 

INFORMATION ITEMS -
TO BE REVIEWED AND DISCUSSED 

1. Extension Organization 
0 The history of Cooperative Extension (Land Grant 

System) 
CJ The Virginia Tech/Virginia State University 

partnership (1890/1862 institutions, VCE mission 
and vision) 

0 VCE administrative structure, including state 
specialists 

2. Unit History and Local Political Structure 
0 Unit history 
0 Local political structure 
0 VCE's place in the local administrative structure 
0 Relationships with key unit and state leaders 
0 Relationships and how to work with local media 

3. Job Description 
0 Specific duties, responsibilities, and relationships 

with other department staff members 
0 Personal action plans 
0 Faculty report and review process 
0 Specialist promotion process 

4. Code of Conduct, Professionalism, Ethics 
0 Professional conduct statement 
0 Professional and ethical expectations 
CJ Hatch Act 
CJ Virginia Conflict of Interest policy 
0 EO/ AA policies and guidelines 

Date of 
WEB RESOURCES Name Completion 

http://WWW.JFAS.UFL.EDU/WWW/LS_GRANT/INDEX.HTM 

Publication 490-147 order: http://doriant.ext.vt.edu/www/xs/pubs.cfm 

http://www.ext.vt.edu/vce/policies/locgov/list.html 

http://www.ext.vt.edu/vce/personnel/review/facrev.html 
http://www.ext.vt.edu/vce/personnel/promotion/apindex.html 

http://www.ext. vt .edu/vce/pol icies/i ndex .html 
http://www.dpt .state. va.us/dpt_srch/conduct_srch .htm 1 

http://www.ext.vt.edu/vce/policies/eeo/index.html 



...... 

.....i 

INFORMATION ITEMS -
TO BE REVIEWED AND DISCUSSED 

5. Office Procedures, Work Scheduling, and Time 
Management 
0 Daily planning, calendars, sign-out sheets 
0 Office filing system 
0 Secretarial responsibilities 
0 Handling and returning phone calls 
0 Office staff meetings and conferences 
0 Handling mail (penalty mail), email, and computer 

resources 
0 Leave and professional scheduling 

6. Professional Development 
0 Membership in specialist and professional associations 
0 Specialist career options 
0 Inservice and staff development opportunities 
0 Pursuing advanced degrees 
0 Self-directed study 

7. Programming - General 
0 Overview of VCE Programming Process 
0 Indicators of Quality for appropriate program area 
0 ANR, FCS, and 4-H programs 
0 Area programming and how programs relate to each 

other both within and outside the unit 
0 The Planning and Reporting System 

8. Programming - Situation Analysis 
0 Situation analysis module on the web 
0 Current unit situation analysis documentation 
0 How key unit programs are identified and their 

relationship with state programs 
0 Buy-in into the Planning and Reporting System 

Date of 
WEB RESOURCES Name Completion 

http://www.ext.vt.edu/vce/policies/index.html 

http://www.ext. vt .edu/vce/policies/index .html 

http://www.ext.vt.edu/vce/policies/index.html 

http://www.dpt .state. va.us/dpt_srch/annuall v _srch .htm I 

http://www.ext.vt.edu/vce/profassns/index .html 
http://soleil.ext.vt.edu:4040/cbwood/plsql/show _cal .show_ 

unit_monthly?id=VCESTATE 
http://www.ext. vt .edu/vce/personnel/ gradsch/ gradsch .html 

http://www.ext.vt.edu/vce/educprogspt/prgmdev/process/process.html 
http://www.ex t.vt .edu/vce/educprogspt/prgmdev /piq .html 

http://www.ext.vt.edu/vce 

http://www.ex t. vt .edu/vce/reports/state/state99/state99 .html 

http://www.ext.vt.edu/vce/educprogspt/prgmdev/process/ 
situation .html 

http://www.ext. vt .edu/vce/reports/state/state99/buyin99 .html 



....... 
CXl 

INFORMATION ITEMS -
TO BE REVIEWED AND DISCUSSED 

9. Programming - Designing and Implementing 
Educational Programs 

0 Program design module on the web 
0 Key department programs, including intended target 

audiences and expected outcomes 
0 Appropriate educational strategies that work with 

local clientele 
0 Identifying resources for programs (local support, 

grants, etc.) 
0 Publicizing local programs 
0 Working with other specialists for program support 

10. Programming - Evaluation and Reporting 
0 Program Evaluation and Reporting module on the 

web 
0 Program evaluation at the department level -

how it is done 
0 Working with other specialists on program evaluation 
0 Local reporting 
0 State reporting through the Planning and Reporting 

System, including impacts reporting 

11. Programming - Extension Leadership Councils 
(ELC) 

11 ELC module on the web 
0 History of the unit ELC 
0 Current status of the unit ELC (membership, 

meetings, role in programming) 

12. Programming - Volunteers 
0 Volunteer module on the web 
0 History of volunteer involvement in the unit 
0 Current involvement of volunteers in programming 

Date of 
WEB RESOURCES Name Completion 

http://www.ex t. vt .edu/vce/educprogspt/prgmdev /process/ design .html 

http://www.ex t. vt .edu/vce/educprogspt/marketi ng/i ndex .htm I 

http://www.ext. vt .edu/vce/educprogspt/prgmdev /process/eval .h tm I 

http://www.ex t. vt .edu/vce/reports/state/state99/reporti 99 .html 

http://www.ex t. vt .edu/vce/educprogspt/elc/e le .htm I 

http://www.ext .vt .edu/vce/educprogspt/voladmin/guide99 .html 



Action Items - Complete Those Appropriate For The Specialist I Comments/Follow-Up 

13. Programming - General 
0 Develop a personal action plan 
0 Other 

14. Programming-Situation Analysis 
0 Update the situation analysis unit profile 
0 Conduct or participate in an issues forum, focus groups, key informant 

interviews, or community survey to assess needs from unit resident perspectives 
0 Other 

15. Programming- Designing and Implementing Educational Programs 
0 Attend a unit or area educational program 
0 Design and deliver a unit or area educational program 
0 Secure resources for a unit or area educational program 
0 Publicize/market a unit or area educational program 
0 Other 

'"""' 16. Programming - Evaluation and Reporting 
1.0 0 Design and conduct a program evaluation of a unit or area educational program 

0 Analyze evaluation results and write a report on a unit or area educational 
program 

0 Write an impact statement 
0 Present an evaluation report to a local audience 
0 Other 

17. Programming - Extension Leadership Councils (ELC) 
0 Attend a local ELC meeting 
0 Assist in the development of a local ELC 
0 Other 

18. Programming- Volunteers 
0 Assist in the recruitment and training of volunteers for a unit or area program 
0 Other 



Date Completed _____ _ 

Supervising Specialist's Initials _____ _ 

New Extension Specialist Training Suggested Tasks 
Overview 

(Extension Department) 

This form is designed to provide an acquaintance with basic information about the Extension department and 
should be completed as thoroughly as possible during the first four weeks of the internship. 

I. Extension Department Staff 
Meet the Extension specialists, secretaries, and technicians and complete the section below. 

Name of staff 
Member 

Title of 
member 
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Role and responsibility 
in accomplishing 

department Extension mission 



II. Leaders Of Related Agencies 
Locate the individuals listed below, schedule meetings with as many of them as possible, and discuss the services 
provided by their organizations. 

Title 
1. Farm Service Agency (FSA) Director 
2. District Conservationist, NRSC 
3. FmHA Supervisor 
4. Virginia Department of Forestry 

Representative 
5. Chairperson, Soil and Water 

Conservation District 
6. County Administrator/City Manager 
7. Agricultural Loan Officers 

Agency/Institution 
a .. __________ ~ 
b .. __________ _ 
c .. __________ ~ 

d. __________ _ 

8. Superintendent of Schools 
9. Agricultural Education Teachers School 

a .. __________ ~ 

b. __________ _ 
c. __________ ~ 
d. __________ _ 
e .. __________ ~ 
f . __________ _ 

10. Work and Family Studies Teacher School 
a .. __________ ~ 
b. __________ _ 
c .. __________ ~ 
d. __________ _ 
e .. __________ ~ 
f .. __________ _ 

11 . Local Planning Director and Staff Title 
a. __________ _ 
b. __________ _ 
c. __________ _ 
d. __________ _ 

12. Regional Planning Director and Staff Title 
a. __________ _ 
b. __________ _ 

13. Department of Social Services 
Official(s) 

14. Health Department Official(s) 

15. Other Agency Leaders 

21 

Name of 
Individual 

Date met 
with Individual 



III. Organizations In Department 
List the organizations where lines are provided and attend at least two functions sponsored by organizations such 
as those shown below. 

Organization 
1 . Farm Bureau 
2. FCE Council 
3. 4-H Council 
4. Marketing Associations 

a. _____________ _ 
b .. _____________ _ 
c. _____________ _ 
d. _____________ _ 

5. Commodity Groups 
a. _____________ _ 
b. _____________ _ 
c. _____________ _ 
d. _____________ _ 

6. Chamber of Commerce 
7. Civic Clubs 

a. _____________ _ 
b .. _____________ _ 
c. _____________ _ 
d. _____________ _ 

8. Other Organizations 
a. _____________ _ 
b. _____________ _ 
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IV. Population Data 
A. Municipalities in Unit Population 

B. Total Unit Population: 
C. Characteristics of Population: 

I. Percent increase/decrease in population previous 10 years? 
2. Percent of population by place of residence: 

a. Farm 
b. Towns under 10,000 & rural nonfarm 
c. Towns & cities of 10,000 to 50,000 
d. Suburbs & cities over 50,000 
e. Central cities over 50,000 

3. Number of households 
4. Average number of persons per household 
5. Average family size 
6. Percent of population by race: 

a. White, not of Hispanic origin 
b. Black, not of Hispanic origin 
c. Hispanic 
d. Asian or Pacific Islander 
e. American Indian or Alaskan native 

7. Median age of: 
a. Males yrs. 
b. Females yrs. 
c. Total population yrs. 

8. Percent of population by age: 
a. Under 15 years % 
b. 15-24 years % 
c. 25-44 years % 
d. 45-54 years % 
e. 55-64 years % 
f. 65 years or over % 

9. Median years of school completed by persons who are: 
a. 25 years of age or older yrs. 
b. White, not Hispanic yrs. 
c. Black, not Hispanic yrs. 
d. Hispanic yrs. 

10. Median family income $ 
11. Percent of families below poverty level income 
12. Percent of workers whose place of work is: 

a. In Extension unit 
b. Outside Extension unit 
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V. Agricultural Data 
A. Farm Data: 

I. Number of farms 
2. Average size of farms (acres) 
3. Annual gross income from all 

farm products $ __________ _ 
4. Number of black farm operators 
5. Number of female farm operators 

B. Principal Enterprises in Order of Monetary Value (crops, livestock, forestry, and others). Source of data: 

Rank 
I 
2 
3 
4 
5 
6 
7 
8 
9 
10 

Enterprise 

C. Major Agricultural Businesses 
(Farm Equipment Feed & Seed Dealers, etc.) 

D. Major Nonagricultural Sources of Income 
Source 

Monetary Value 

Manager 

Amount 
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VI. Geographic Data 
A. Total Land Areas 
B. Total Water Area 
C. Total Cropland Area 
D. Total Pasture Area 
E. Total Forest Area 

a. Percent forest area owned privately 
b. Percent forest area owned by industry 
c. Percent forest area owned by government 

F. Average Date of Last Killing Frost in Spring 
G. Average Date of First Killing Frost in Fall 
H. Average Length of Growing Season 
I. Average Rainfall (inches): 

_____ sq. mil. 
_____ acres 
_____ acres 
_____ acres 
______ acres 
______ % 
______ % 
______ % 

_____ days 

Jan. Feb. Mar. Apr. May June July Aug. Sept. Oct. Nov. Dec. 

J. Soils in Extension Unit: 
Major types Acres Brief description 

25 



VII. Youth Data 
A. Number of Youth 8-18 Years of Age ____________ _ 
B. Racial Characteristics of Youth: 

Race 
1. White, not of Hispanic origin 
2. Black, not of Hispanic origin 
3. Hispanic 
4. Asian or Pacific Islander 
5. American Indian or Alaskan 

native 

Number 
Male Female 

C. Current 4-H Enrollment (complete the table on the next page which lists Enrollment by type, race and sex) 
D. Participate in two 4-H Club Meetings. 

Dates of Meetings 
E. Active 4-H Leaders: 

Role Number 
1. 4-H Club Organization Leader 
2. 4-H Club Project Leader 
3. 4-H Teen Leader 
4. Unit Representative 
5. 4-H Resource Leader 
6. Middle Manager 
7. Friend of 4-H 

Current 4-H Enrollment 
Enrollment by Race and Sex 

No.of Am. Ind. 
Type of Clubs White, not Black, not Asian or Pac. Or Total Enr. 
Enrollment or Groups Hispanic Hispanic Hispanic Islander Alas. Native 

M F M F M F M F M F M F 
Community • 

Club Member ' 

School Club 
Member 
Project Club 
Member 
Special 
Interest 
Group 
member i 
School 
Enrichment xx xx 
member 

' ! : 
Lone xx xx 
Member ' 
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F. Other Youth Organizations in Extension Department. 

I. Boy Scouts 
2. Girl Scouts 
3. FFA 
4. FHA 
5. YMCA 
6. YWCA 
7. Junior Achievement 
8. Office on Youth 
9. Other (specify) 
10. Other (specify) 

Check if 
Present unit 

( ) 
( ) 
( ) 
( ) 
( ) 
( ) 

( ) 
( ) 
( ) 
( ) 

Number in 
Membership 
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VIII. Communication Media 
Meet the editors/managers of media that serve the extension department. 
A. Daily/Weekly papers Circulated in Department: 

Name of paper Editor 

B. Radio Stations Serving Department: 
Name/call letters of station Manager 

C. Television Stations Serving Department: 
Name/channel of station Manager 

Phone 

Phone 

Phone 

D. Name of program or newspaper column and director or writer of agricultural, youth, and family resources radio 
programs, TV programs, or newspaper columns: 

Program or column Director or Writer 
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IX. Virginia Tech Data 
A. Administration 

B. Colleges of the University 

C. Enrollment 
I . Total of campus wide enrollment 
2. Percent of undergraduate students 
3. Percent of graduate students 
4. Percent of male students 
5. Percent of female students 
6. Percent enrolled in Corps of Cadets 

D. Faculty 
I. Percent of full-time instructional faculty 
2. Percent of tenured faculty 

E. Virginia Tech 's Measures of Excellence 
1. Ranking among top national public 

universities 
2. Ranking in number of patents issued 

Historical Facts 
I. Year the university was founded 
2. Virginia Tech's motto 
3. University mascot 
4. "Hokie" term first coined by ( 1896) 
5. "Old Hokie" spirit yell 

Title 

Dean 
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X. Virginia State University 
A. Administration Title 

B. Schools 

C. Enrollment 
1 . Total of on-campus enrollment 
2. Percent of undergraduate students 
3. Percent of graduate students 
4. Percent of male students 
5. Percent of female students 

D. Faculty 
1. Percent of female faculty 
2. Percent of male faculty 

E. Historical Facts 
1. Year Virginia State University was founded -------------
2. University Mascot 
3. Year it officially became VSU 
4. Location of the university 
5. First VSU President and first 
African-American elected to 
Congress from VA ( 1888) 
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XI. Virginia Cooperative Extension (VCE) 
A. Administration Title 

B. Extension affiliated colleges 

C. Historical Facts 
I . First acting director of VCE 
2. Number of local VCE offices 
3. Number of 4-H Educational Centers 
4. Number of Agricultural Research and 

Extension Centers 

Dean 

D. VCE Program Areas Associate Director 

E. Resources Visited Website 
1. www.technews.vt.edu/Reporters/Factbook.pdf -------------
2. www.vsu.edu 
3. www.vsu.edu/lPA/fact.html 
4. www.ext.vt.edu/about.vce/ 
5. www.ext.vt.edu/vce 
6. www.ext.vt.edu/vce/educprogspt/index.html 
7. www.ext.vt.edu/eep/eep.html 
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New Extension Specialist Training 
Record of Participation in Extension Activities 
Activities are to be completed with the assistance and under the direction of the supervising specialist. 

I. Becoming Established in an Extension Department 
1. Locate a place to work (if available) and obtain necessary supplies. 
2. Become familiar with daily office routines such as: 

a. Office hours 
b. Parking arrangements 
c. Keys for building and offices 
d. Janitorial services, restrooms, and storerooms 
e. Coffee, refreshments 
f. Security and safety 
g. Place for hat, coat, etc. 
h. Other (specify) 

3. Become familiar with office procedures relating to: 
a. Telephone use 
b. Incoming/outgoing mail 
c. Penalty mail requirements and responsibilities 
d. Inter-office communications 
e. Office conferences 
f. Secretarial responsibilities and procedures 
g. Office budget and travel allowances 
h. Special funds (flowers, coffee, etc.) 
i. Publications display, storage and distribution 
j. Procedure for requesting extension specialist assistance 
k. Office filing system 
I. Ordering publications 
m. Audio-visual equipment maintenance and use 
n. Mailing lists 
o. Use of office equipment 
p. Other (specify) _____ _ 

4. Prepare a calendar by half day and evening blocks for the period 
of the internship. 

5. Develop a schedule for completing the actvities in the Record 
of Participation in Extension Activities. 

6. Meet with the department head and discuss the program support 
services and administrative functions provided on campus. 

7. Participate in staff conferences. 

II. Assessing Community Needs 
l. Discuss the basic concepts of extension programming with the 

supervising specialist. 

Date Supervising 
Completed Specialist's Initials 

2. Review the concept of needs and the process used in needs identification. ____ _ 
3. Study the information used to develop an Action Plan. 
4. Review the Extension Programming Model. 
5. Review the current action Plan. Be sure to note the major program, 

objectives, and the clients to be served by the extension program. 
6. Discuss with the supervising specialist how priorities were established in ____ _ 

developing the Department Plan. 
7. Determine the major unmet needs in the department. 
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8. Identify the Extension Leadership Council. For each council, 
determine the structure and balance, how members are selected, length 
of service, whom the members represent, how they represent certain 
clientele and the duties and responsibilities of the council. 

9. Attend one meeting of an Extension Leadership Council. 

III. Preparing Specific Program Plans (applies to special educational activity) 

Date Supervising 
Completed Specialist's Initials 

1. Identify, with the assistance of the supervising specialist, a specific group ___ _ 
currently being served or with high potential to be served as a target 
audience for an educational program. 

2. Identify the leader(s) for the target group and visit them to collaborate 
in the assessment of the group's needs. 

3. Implement other needs assessment techniques, such as surveying the 
target group, to establish a needs profile. 

4. Identify one or more priority needs that can be addressed within the 
time frame of the internship. 

5. Develop a set of educational objectives to meet the needs identified. 
6. Design a plan and develop instruments/means for evaluating, as 

appropriate, the following: 
a. Participant involvement in the educational activity. 
b. Participant reaction to the educational activity. 
c. Changes in knowledge, attitudes, skills, and aspirations of participants. 

7. Select the teaching method(s) appropriate to use in meeting the objectives. ____ _ 
Examples of methods are: 
a. Educational meeting(s) 
b. Test demonstration 
c. Tour or field day 
d. Farm/home visit(s) 
e. Telephone call(s) 
f. News article(s) 
g. Radio/TV program(s) 
h. Circular letter(s) 
i. Printed material(s) 
j. E-mail 
k. Internet 
I. Symposium 
m. Web based education 
n. V-TEL system 

8. Develop plans for publicizing the educational activity. 
9. Prepare/secure materials needed based on teaching method(s) used. 
IO.Arrange for resources needed to meet the objectives. Examples of 

resources are facilities and equipment, funds, supplies, volunteer 
assistance, specialist assistance, etc. 

I I. Provide training for volunteers, if required. 

IV. Conducting Programs (applies to special educational activity) 
I. Publicize the educational activity and invite members of the target 

audience to participate. 
2. Conduct the educational activity. 
3. Evaluate the effectiveness of the educational program/activity at its 

completion. 
4. Conduct follow-up evaluation of the activity, if appropriate. 
5. Prepare a written report of evaluation results. 
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Date Supervising 
Completed Specialist's Initials 

V. Responding to Client Requests for Specific Information 
1. Respond to requests for specific information and record the nature of requests below. 

a. If request(s) is by telephone or during office visit; 
(I) Question client to determine full nature of problem involved. 
(2) Answer client requests by providing accurate, complete, and current research -based information. 
(3) Provide printed material to client. if relevant. 

b. If request(s) is received by mail, prepare answer and ask supervising specialist to send information to client. 
Nature of telephone and mail requests 

2. Determine if requests indicate problems which merit special programs. 

VI. Responding to Client Requests for Technical Assistance 
I. Accompany supervising specialist on farm/home visits to determine assistance needed. 

Nature of assistance needed 

2. Assist supervising specialist in arranging for assistance, if needed, and visit clients with specialist. 
Specialist assistance needed 

3. Follow-up to determine if client's problems have been solved or needs met.. ____ _ 
4. Determine if requests for technical assistance indicate problems which 

merit special programs. 

VII. Recruiting, Training, and Utilizing Extension Volunteers (in addition to the volunteers required for the special 
educational activity) 
1. Determine the kind of number of volunteers needed for a special program. ____ _ 
2. Prepare job descriptions for the volunteers. 
3. Secure the assistance of advisory committees and other key people in 

identifying and selecting volunteers. 
4. Provide training and assign duties to volunteers. 
5. Provide continuing support and evaluate the performance of volunteers. 

VIII. Evaluating Program Effectiveness in the Extension Department 
1. Review accomplishment reports of extension educational programs in 

the department. 
2. Select an objective from the department plan and develop/adapt an instrument _________ _ 

to measure the accomplishments for the objective. 
3. Collect data to measure the accomplishments for the selected objective. 
4. Interpret the data collected for the objective and prepare an 

accomplishment report. 
5. Ask supervising specialist to review the performance evaluation of a 

program objective. 
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IX. Reporting Activities, Impact, and Accomplishments 
I. Discuss with supervising specialist the reporting activities required for 

the department. 
2. Assist in keeping the necessary records (such as All Reasonable 

Effort Log, Learning Groups Log, Attendance Log, Mailing Lists Log. 
and Club Compliance Plan) to meet all requirements for program 
compliance. 

3. Keep daily activity reports. including notes on daily activities. 
4. Prepare quarterly reports. 
5. Review the reports submitted for the department (such as travel, leave, 

and penalty mail). 
6. Assist in preparing reports for the department. 

X. Developing and Maintaining Public Relations 
I . Promote the extension program by establishing good working 

relationships with people in the department. 
2. Identify what department staff has done to establish good working 

relationships with clients. 
3. Prepare at least two articles for local newspaper(s). 

4. Prepare and present one TV program (if available). 
Topic of program 

5. Prepare and present two radio programs (if available). 
Topic of Programs 

6. Prepare two newsletters and ask supervising specialist to send them to 
the appropriate individuals. 
Topic of letters 

XI. Maintaining and Increasing Personal/Professional Competencies 

Date Supervising 
Completed Specialist's Initials 

I. Participate in available extension professional meetings and inservice education workshops. 
Topic for meetings/workshops 

2. Evaluate own strengths and weaknesses and develop plans for personal 
and professional growth. 

3. Read professional extension publications (such as Journal of Extension 
and Virginia Extension). 
Name of publications read 
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Date Supervising 
Completed Specialist's Initials 

XII. Other Extension Activities 
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Professional Readings 
The following are articles, which may be used to provide additional information to new specialists. 

Agnew, D. M. Summer 1991. Extension program delivery trends. Journal of Extension 29(2):34-35. 

Agnew, D. M., and Foster, R. Spring 1991. National trends in programming, preparations, and staffing of county 
level Cooperative Extension Service offices as identified by state Extension directors. Journal of Agricultural 
Education. 32(1):47-53. 

Bartholomew, H. M., and Smith, K. L. Winter I 990. Stresses of multicounty specialist positions. Journal of 
Extension 28: 10-12. 

Bennett, C. F. June 1994. A new interdependence model: implications for Extension education. Journal of 
Extension Systems 10(1):33-41. 

Bottom, J. S. July 1993. An assessment of state funding for the Cooperative Extension system. Washington, D.C.: 
Planning, Development and Evaluation Staff, Extension Service, USDA. 

Bowen, C. F. June 1994. Job satisfaction and commitment of 4-H specialists. Journal of Extension 32(1): 
Available: e-mail almanac@joe.ext.vt.edu send Joe June 1994 Research 2. 

Boyle, P. 1990. The look of Extension in the future. Poultry Science 69:227-230. 

Brown, N. Spring 1989. Too little, too late. Journal of Extension 27: 5. 

Brown, S. Winter 1990. An easy search. Journal of Extension 28:37. 

Chesney, C. E. Summer 1992. Work force 2000: Is Extension agriculture ready? Journal of Extension 30:30-31. 

Christensen, J., Dillman, D., Warner, P., and Salcint, P. 1995. The public view of land-grant universities: results 
from a national survey. Choices (3):37-39. 

Clark, R. W. Summer I 992. Stress and turnover among Extension directors. Journal of Extension 30:37. 

Extension Committee on Organization and Policy. August 1990. Conceptual frame-work for Cooperative 
Extension programming. Washington, D.C.: Strategic Planning Council, Extension Committee on Organization 
and Policy and Extension Service, USDA. 

February 1995. Framing the future: strategic framework for a system of partnerships. A report prepared for ECOP 
and Cooperative State Research, Education, and Extension Service. Washington, D.C.: USDA. 

Gibson, J.D. and Hillison, J. 1992. The Training Needs of Area Specialized Extension Specialists in the North 
Carolina Cooperative Extension Service. 

Goering, L.A. Winter 1990. Women and Extension. Journal of Extension 28:21-24. 

Harper, L. 1992. The 21st Century Extension professional in the midst of organizational change: implications for 
motivational strategies. Unpublished master's thesis. Columbia, MO: University of Missouri. 

Herren, J. 1995. Attitudes toward Extension of metropolitan and nonmetropolitan respondents. Proceedings, 
Southern Region Agricultural Education Research Meeting, Wilmington, NC. 

Hughes, L. R. Winter 1990. The future of the 1890s. Journal of Extension 28:28-31. 

Kingsley, K. K. 1988. As others see us: a statewide survey. Corvalis, OR: The Oregon State University Extension 
Service. 

Lippke, L.A., Ladewig, H. W., and Taylor-Powell, E. 1987. National assessment of extension efforts to increase 
farm profitability through integrated programs. College Station, TX: Agricultural Extension Service. 
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Molgaard V. K., and Phillips, F. Winter 1991. Telephone hotline programming. Journal of Extension 29:13-16. 

Naisbitt, J ., and Aburdene, P. 1990. Megatrends 2000. New York, NY: Avon Books. 

National Workshop. 1994. Sustaining our future: A draft strategic plan for the agriculturally based program. 
Washington, D.C.: National Extension Agriculture Program Leadership Workshop. 

Office of Management and Budget. August 1993. Implementation plan. Overview section. Government per­
formance and results act of 1993. Washington, D.C.: Office of Management and Budget. 

Osborne, D., and Gaebler, T. 1992. Reinventing government. Reading, MA: Addison-Wesley. 

Pfeiffer, L. W., Goodstein, L. D .. and Nolan, T. M. 1989. Shaping strategic planning: frogs, dragons, bees, and 
turkey tails. Glenview, IL: Scott, Foresman. 

Planning, Development and Evaluation Staff, Extension Service. January 4, 1994. Profile of Extension. 
Washington, D.C.: United States Department of Agriculture. Available: Internet bhewitt@esusda.gov 

Popcorn, F. 199 1. The popcorn report. New York, NY: Brain Reserves, Inc. 

Rasmussen, W. D. 1989. Taking the university to the people: seventy-five years of Cooperative Extension. Ames, 
IA: Iowa State University Press. 

Ratchford, C. B. Sept./Oct. 1984. Extension: unchanging, but changing. Journal of Extension 31 :8-15. 

Rockwell, S. K., Furgason, J ., Jacobson, C., Schmidt, D., and Tooker, L. Fall 1993. From single to multicounty pro­
gramming units. Journal of Extension 31 (3): 17-19. 

Segal, J. 1991. Basic needs, income and development. In Ethics in agriculture: an anthology on current issues in 
world context, C. V. Blatz, ed. Moscow, ID: University of Idaho Press. 

Smith, K. L. Winter 1991. Philosophy diversions: which road? Journal of Extension 29:24-25. 

Stevens, S. C. Spring 1991. Enhanced media use. Journal of Extension 29(1):37-38. 

Toffler, E. 1970. Future shock. New York, NY: Bantam. 

Toffler, E. 1990. Power shift. New York, NY: Bantam. 

Tompkins, I- B. Winter 1989. No Time to be Timid. Journal of Extension. Vol. 27, 4-6. 

United Way of America Strategic Institute. 1989. Nine forces reshaping America. Bethesda, MD: United Way. 

U.S. Census. 1990. Washington, D.C.: Census Bureau. 

Yates, A. C. 1994. The renaissance of outreach in the land-grant tradition. Seaman A. Knapp Memorial Lecture 
at the Annual Meeting of the National Association of State Universities and Land-Grant Colleges Board of 
Agriculture Plenary Session, Chicago, November, 1994. Available: e-mail almanac@esusda.gov send usda­
speeches knapp 1107. 

Warner, P. D., and Christenson, J. A. 1984. Cooperative Extension: a nation-wide assessment. Boulder, CO: 
Westview Press. 

Warner, P. D., Rennekamp, R., and Nall, M. January 1996. Structure and function of the Cooperative Extension 
Service. (draft). Report submitted to Personnel and Organization Development-Extension Committee on 
Organizational Policy. 

Working with our Publics, North Carolina Agricultural Extension Service and the Department of Adult and 
Community College Education, North Carolina State University, Raleigh. 
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Extension Terms 
Following is a list of terms that are used frequently by Extension workers. It would be helpful to become familiar 
with these terms through reading, conference with county and district staffs, and observations. 

Adoption - "A decision to make full use of an innovation as the best course of action." Rogers, Everett M. 1995. 
Diffusion of Innovations 4th ed., p. 2 I. New York, NY: The Free Press. 

Agricultural programs - One of the program areas of Extension work. The main objective of the program is to 
help producers retain their competitiveness in world markets. The major goal is to increase profitability, cre­
ate new and alternative opportunities, and use sound management practices that will help to preserve renew­
able natural resources. 

Agricultural societies - Groups organized on a state, county. and community basis for the purpose of educating 
members about agricultural concerns, and for the promotion of agriculture in general. The first society devot­
ed to agriculture was organized in Philadelphia, Pennsylvania in 1785. The societies served as a focal point 
of agitation for a department of agriculture in the federal government and the establishment of colleges to 
teach agriculture and the mechanic arts. 

Base programs - Programs that address problems and issues that are common to most Extension units and central 
to the mission of the various Extension discipline areas. They may also be multi - disciplinary in nature. Base 
programs are on - going from year to year. 

Bennett's Hierarchy - A model that has been used in Extension extensively to describe different levels of objec­
tives and program accomplishments. Each of the seven levels of the hierarchy indicate a criteria for develop­
ing program objectives and for measuring program results. 

Client - Individuals who Extension serves through the educational process. May include 4-H and other youth, 
adult volunteer leaders, and adult learners. Anyone who plans and participates in educational programs con­
ducted by Extension. 

Clubs - A group of youth or adults organized for a common purpose. Most clubs have officers and a program of 
work or activities to accomplish its mission. A club may be organized on a community basis (e.g., communi­
ty or school boundary, or section of a city) or it may be organized to study specific interests, such as a pho­
tography project. Extension educators work primarily with 4-H clubs and Family Community Education clubs 
(formerly called Extension Homemaker clubs). Working through clubs is an efficient method for reaching and 
teaching specific audiences. 

Coalition - "Individuals or organizations working together in a common effort for a common purpose to make 
more effective and efficient use of resources, an alliance." (Clark, Richard, et. al. 1995). Building Coalitions. 
p. 1. Columbus, OH: The Center for Action on Coalition Development, The Ohio State University Cooperative 
Extension Service. 

Committee - A group of individuals who have the responsibility to perform a function, such as investigating, plan­
ning, or acting on a particular matter within a short period of time. Committees are used extensively in 
Extension work. Some examples include activity planning committees, program review committees, adviso­
ry committees, standing committees, and ad hoc committees. 

Community Development Program - A program area of Extension work with the objective of improving the 
physical, social, and economic conditions of a community. The program goals are to strengthen communities 
by increasing group effectiveness, and to improve the quality and level of living that is public in nature. 
Extension professionals target citizen groups, business and industry leaders, city and county governing bod­
ies, and voluntary service and civic organizations. 

Cooperative Extension Service (CES) - A public - funded, nonformal, educational system that links the educa­
tion and research resources of the U.S. Department of Agriculture (USDA), land-grant universities, and coun­
ty administrative units. The basic mission of this system is to help people improve their lives through an edu­
cational process that uses scientific knowledge focused on issues and needs. 

Cooperative farm - demonstration work - A program established by the federal government around 1887 where 
"specialists" were appointed to work with farmers in small geographic areas to demonstrate new or improved 
production practices such as ways of controlling certain diseases of crops. The success of this demonstration 
method led to the employment of the first county specialists. 

Cooperative State Research, Education, Extension Service (CSREES) - National level of USDA organization 
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for research and Extension established in 1994 under the Government Reorganization Act. Formerly 
Extension was a separate unit within USDA referred to as Extension Service - United States Department of 
Agriculture (ESUSDA). 

County specialist - The extension educator employed at the local county or parish level. The number of special­
ists per county vary according to community size and support. The specialist's primary responsibilities are 
educator and advisor, and transferring the findings of research and new technology to the solution of problems 
in the community, farm/ranch, or home. Specific title of this position may vary from state to state. Some titles 
include: Farm Specialist, Agriculture, Home Economics, or 4-H Specialist, Youth Development Specialist, 
Family And Consumer Science Educator. 

Demonstration work (Also see Cooperative farm - demonstration work) - A demonstration of a new production 
practice, the test of a research recommendation or the trial of a new crop variety on a local producer farm. 
These methods include educational activities such as short courses, special interest meetings, clubs and com­
munity forums. 

Design and implementation - The step in the program planning process that builds on planning. includes the selec­
tion and development of program content, selection and/or development of program delivery methods and 
resource materials, and creation of time lines for program implementation and evaluation. Also includes put­
ting a program into operation. 

Diffusion - "The process by which an innovation is communicated through certain channels over time among the 
members of a social system. Diffusion is a special type of communication concerned with the spread of mes­
sages that are new ideas." Rogers, Everett M. 1995. Diffusion of Innovations 4th ed., p. 5. New York: The 
Free Press. 

Educational activity - Part of a program that has been planned and conducted to meet the stated objectives. 
Nonformal (non - credit) examples may include: meetings, workshops, discussion, field days, and medial pre­
sentations. 

Epsilon Sigma Phi (ESP) - Epsilon Sigma Phi is an educational fraternity for Extension professionals who have 
exhibited excellence in education and programming leadership. The mission of ESP is dedicated to fostering 
standards of excellence in the Extension System and developing the Extension profession and the provisional. 

Evaluation - The systematic process of determining the worth of a person, product, or program. Includes the plan­
ning and implementation procedures to measure various dimensions of program success and impact. Provides 
information for further action. 

Expanded Food & Nutrition Education Program (EFNEP) - EFNEP is an integral part of the home econom­
ics and 4-H youth programs in Extension. It is designed to reach low - income families with young children. 
The goal of the program is to help families learn to improve dietary practices and become effective managers 
of available resources. 

Extension Committee on Organizational Policy (ECOP) - A fourteen person committee, comprised of 
Extension directors from each of the four regions of the US. ECOP concerns itself with all aspects of the 
Extension organization: structure, programs, finances and relationships with others including USDA, research, 
resident instruction, and other organizations. All program and policy decisions related to Extension are 
addressed by ECOP. 

Extension educators - Professional employees of the state Extension service of the land-grant institutions and the 
Extension Service - USDA. May include county staff (specialists, program assistants, EFNEP educators), 
District Staff (specialists, directors, program specialists) and State staff (administrators, program specialists). 

Extension educational process - The composite of actions where an Extension educator conducts a situational 
analysis of individual and community needs, establishes specific learner objectives, implements a plan of work 
and evaluates the outcomes of the instruction to determine of behavioral changes have occurred. 

Extension Management Information System (EMIS) - A reporting and accountability system that provides data 
on clientele contacts, clientele characteristics, time devoted to major programs or initiatives. 

Extension partnership - The tripartite organizational structure of the Cooperative Extension System. Includes the 
federal partner (CSREES - Cooperative States Research, Education, and Extension Service - USDA, former 
ES - USDA), state partners (Extension services of the state land-grant universities), and local partners (coun­
ty or parish legislative units). 

Extension teaching methods - A collective phrase for all the known methods by which extension educators teach 
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youth and adults. These methods are classified by the three functions of teaching: information delivery, program 
delivery and problem - solving tasks or by the method of contact: individual, group, and mass media methods. 

Extension work - A collective phrase for describing the various methods by which extension educators accomplish 
the educational mission of the organization and the program areas that are central to its instruction. 

Family Community Education Clubs (formerly Extension Homemaker clubs) - A volunteer organization at 
the community and county level to learn about subjects related to the family and the home. Local clubs have 
educational and community improvement activities. A county, state and national organizational structure 
assists members to develop leadership skills. 

Farmers' Institutes - A community meeting covering a period of two to three days devoted to a discussion of agri­
cultural problems and subjects related to the home. Many of these institutes were organized by state boards 
of agriculture as early as 1850 as a primary means of disseminating research findings of the Experiment 
Stations to those who could not or would not attend college. 

Focus groups - An evaluation technique that utilizes small groups of individuals with common interest who dis­
cuss a topic in a systematic manner. 

Formative evaluation - Evaluations for reasons of improvement. Provides feedback throughout the program plan­
ning and implementation process allowing for adjustments or mid - course corrections. 

4-H program - One of the program areas of Extension work with the objective of helping youth acquire the life 
skills and knowledge necessary to grow and succeed in a rapidly changing and complex society. The mission 
of the 4-H and Youth Development program is to create supportive environments in which culturally diverse 
youth and adults can reach their fullest potential. 

4-H project - A structured learning experience for 4-H youth that enables them to learn, make, or do something. 
Project work can include both individual and group efforts that emphasize the 'learn-by-doing" approach and 
incorporate real-life experiences. Project topics are available in a wide variety of interests to attract youth 
from all backgrounds, age, and levels of ability. 

Full Time Equivalent (FTE) - One FfE equals one Extension employee working 228 work days. 

Futuring - A planning strategy that encourages participants to think about the future; improve understanding of 
trends and their implications; anticipate consequences of intended or unintended behaviors, decisions, and 
policies; and enhance vision of a desirable future. Futuring is a technique used for long-range or strategic plan­
ning. Common approaches include: forecasting, simulations, risk management, and computer modeling. 

Goals - A clearly written statement about the desired direction or outcome of an educational program. May be 
determined by an individual or group. 

Group teaching methods - A broad category of teaching for a number of persons assembled together in one loca­
tion. These methods include such educational activities as short courses, special interest meetings, clubs, and 
community forums. 

Hatch Act of 1887 - An act that provided for the establishment of an agricultural experiment station in each of the 
land-grant colleges established under the Morrill Act of 1862. This act established research as one of the func­
tions of the land-grant colleges and universities. 

Home economics programs -A program area of Extension work with emphasis on teaching family members how 
to improve the social, economic, and physical well-being of their families. Its goals are to assist families to 
manage resources better, make sound decisions, improve the level of nutrition, diet and health, and build 
human capital. 

Individual contact teaching methods - One - on - one instructional methods used by Extension educators for 
imparting knowledge to clientele. Some individual methods include farm, home, or office visits. 

Innovation - "An idea, practice, or object that is perceived as new by an individual or other unit of adoption.' 
Rogers, Everett M. 1995. Diffusion of Innovations 4th ed., p. I I. New York, NY: The Free Press. 

International Four - H youth Exchange (IFYE) - A two-way exchange of United States 4-H members and youth 
from other countries throughout the world. Young people ages 19 to 28 live with rural families in another 
country. 

Issues - Matters of wide public concern arising out of complex human problems. 

Issues programming - Educational efforts that focus on issues facing individuals in their own context or setting. 
Issues programming involves identifying the problem or issue, the audience, the method of program imple-
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mentation, and the resources necessary to address the issue. 

Knapp, Seaman A. - An educator, farmer, and land developer. He was president of the Iowa Agricultural College 
and in charge of the USDA farm demonstration work. Knapp is called the father of Extension work. He is 
largely responsible for the success of the cooperative farm - demonstration work and the development of boys 
and girls clubs in the South. This method became the model for federal Extension efforts and the primary 
method of teaching outlined in the Smith-Level Act. 

Land-grant college/university - "An institution of higher education sustained and by the Morill Acts of I 862 and 
I 890, and expanded by the Hatch Act of 1887, the Smith-Lever Act of I 914, and subsequent legislation." 
Sanderson, David R. I 988. Working with Our Publics: Module I. p. 59. Raleigh, NC: North Carolina 
Agricultural Extension Service, North Carolina State University. 

Land-grant philosophy - Education outreach with emphasis on practical and useful knowledge, linkage to 
research, the use of hands-on approach, and programming in a non-formal or non-school setting. 

Leadership - influence, or the art or process of influencing people, so that they strive willingly and enthusiasti­
cally toward the accomplishment of group goals. 

Management - Effective utilization of available resources (human and material) to achieve common goals or 
objectives and has been described as an art, a science, a body of knowledge, a process, and a set of functions. 

Mass-media teaching methods - A broad category of teaching methods that utilizes print or broadcast media. 
Some of these media can include newspaper articles, television programs, or satellite broadcasts. 

Memorandum of Understanding - This memorandum outlines the responsibilities and clarifies the working rela­
tionship of the partners involved in implementing the Smith - Lever Act. 

Morrill Act of 1862 - An act for the endowment, support, and maintenance of at least one college in a state whose 
primary objective was to teach agriculture and the mechanic arts without excluding other scientific and clas­
sical studies. 

Morrill Act of 1890 - A second land-grant act that provided for the maintenance of the land-grant colleges through 
endowment funds, sometimes called the 2nd Morrill Act. It specified no federal support for colleges that made 
a distinction of admission regarding race or color. it allowed for those existing state colleges for white and 
black students to receive funds, provided the funds were distributed equitably and for the creation of separate, 
but equal facilities for new colleges. Some seventeen "historically black" institutions are known as 1890 land­
grant colleges. 

National 4-H Council - The National 4-H Council is a private, not-for-profit educational partner of 4-H and 
Extension. The Council seeks major grants and donations to support educational activities and programs of 
youth, adults, and volunteers involved in Extension and 4-H work. The council also operates the National 4-
H Conference Center in Chevy Chase, Maryland, the National 4-H Supply Service, and a national marketing 
firm for 4-H. The National 4-H Council mission is to build partnerships for community youth development 
that value and involve youth in solving issues critical to their Jives, their families, and society. 

National initiatives - The focus of Extension work toward the most current, significant, and complex issues that 
the organization has the potential to impact. These issues are widespread across the various states and are 
identified at the federal level. 

Needs assessment - The systematic process of analyzing gaps between what learners know and can do, and what 
they should know and be able to do. 

Nonformal education - "Out-of-school, noncredit education formats; the essential form of Extension education." 
Sanderson, David R. 1988. Working with Our Publics: Module I. Raleigh, NC: North Carolina Agricultural 
Extension Service, North Carolina State University. 

Objectives - Precise statements defining what program participants should be able to do upon completion of the 
program. Objectives state the intended changes in individuals, groups, or communities as a result of the edu­
cational program. 

Organic Act of 1862 - An act that created the United States Department of Agriculture. 

Orientation - Familiarizing staff and volunteers with both the total organization and with specific job responsibilities. 

Paraprofessional - Supervised by and serves as an assistant to the county specialist. Also known as program assis-
tant. Most frequently assists with coordinating and organizing many of the activities and events that the office 
sponsors. 
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Plan of work (POW) - Plan of action that puts the educational programs in operation. Involves setting specific 
objectives in terms of the behavioral change desired, the selection of teaching methods, the scheduling of 
activities, and the dividing of responsibilities among Extension professionals for each program area. 
Developed at all levels (individual, county, and state). Individual and county plans are reviewed annually. 
State plans are developed and submitted to USDA on a four - year budget cycle. All POWs are based upon 
program priorities determined from Extension needs assessment throughout the state. Generally includes sev­
eral elements: a statement of the situation of need; program objectives; identification of target audiences; pro­
gram delivery methods; and strategies for evaluation. 

Professional Research and Knowledge (PRK) - A 4-H data base established to catalog the knowledge and 
research base of 4-H youth development programs. PRK, introduced in 1986 and revised in 1994, also 
includes a taxonomy of competencies and skills needed by 4-H professionals. 

Program (Extension education program) - A planned sequence of educational experiences guided by specific 
objectives. Includes activities and events that are planned, conducted, and evaluated for their impact on iden­
tified needs of the participants. Usually occurs over a period of time. 

Program development - The Extension Committee on Policy (1974) defined Extension program development as 
a continuous series of complex, interrelated processes which result in the accomplishments of the education­
al mission and objectives of the organization. Most Extension planning models identify three main compo­
nents of the program development process: planning, design and implementation, and evaluation and account­
ability. The terms program planning and program development are frequently used interchangeably. 

Program planning - See program development. 

Situational analysis - A description of the community and circumstances surrounding a proposed program that 
enables the educator to understand the environment for programming more completely. May include social, 
historical, educational, emotional, economic, political, and personal factors. 

Smith-Lever Act of 1914 - An act that provided for mutual cooperation of USDA and land-grant colleges in con­
ducting agricultural Extension work. 

Social indicators - Demographic or statistical data that describe the size and characteristics of population groups. 
Alone, these indicators may not establish need, but in combination with other information, they can provide 
evidence of need. 

Specialists - Faculty members with expertise and specialized knowledge in a particular subject - matter area. involved 
in translating and disseminating researched - based material to county Extension specialists and their clientele 
groups. Specialists usually have a doctorate degree with rank equivalent to the campus professor system. 

Staff development and training - Assisting staff and volunteers to develop additional knowledge, attitudes, and 
skills that will help them do their jobs better and more responsibly. 

Stakeholders - People who have a vested interest in a program. 

Summative Evaluation - Accountability evaluations provides documentation of program outcomes and end 
results. This information is critical in documenting program impact, making changes for future programs, and 
identifying additional goals and objectives for future programming. 

Supervision - The process of leading and influencing individuals and groups to assist willingly and harmoniously 
in accomplishing objectives established by the organization. To ensure accomplishment of objectives, the 
supervisor is involved in establishing and communicating standards, measuring performance against those 
standards, and acknowledging success and reviewing areas of concerns. 

Support staff - Staff may include receptionists, secretaries, bookkeepers, and office managers. They have a vital 
function in any organization and are often the ones who have the initial contact with clients. 

Target audiences - A group of individuals with special needs who become the focus of Extension teaching. 

United States Department of Agriculture (USDA) - A department of the federal government established by 
President Lincoln in 1862 under the Organic Act for the purpose of acquiring and diffusing useful information 
on subjects related to agriculture and to distribute among the people new and valuable seeds and plants. The 
first Secretary of Agriculture (a cabinet position) was named in 1889. 

Volunteers - Unpaid individuals who offer their time, talents, and services to the organization. 
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Example Calendar 
June 2000 

Sun Mon Tue Wed Thu Fri Sat 

1 2 3 
Fire Safety Program Fire Safety Program 
(8:30) (9:30) 
Staff Conference Plant To Blacksburg for 
Clinic (I :00) Ferguson Orientation 

4 5 6 7 8 9 IO 
Intern Orientation Fire Safety Program Fire Safety Program Staff Conf. Develop Dickenson Co. 
Day 9:30-3:30 (8:30) (1:00) 4-H camp newsletter Rural Dev. Tour 
Meet w/Extension Make Up Session for Work up monthly (am) 
4-H Spec. 3:30- Pesticide Certification calendar (am) Plant Clinic I :00 Professional reading 
Dr. Walberg Program (6:30) Individual conf. WI Ferguson 

County Chair (Rollins) 

t 11 12 13 14 15 16 17 
Complete plans of work Answer phones, Office Freezing and canning Staff Conf. (am) Demonstration 
for activities. (am) visits, type, etc. workshop (I 0:00-Cole) Develop Home Ext. Workshop-am 
Iotla Home Ext. (all day) Demonstration Mobile Home Bagwell & McCaskill 
Group Meeting Individual conf. WI Workshop-P.M. Newsletter P.M. - Highlands 
(11 :30 - Cabe) unit coordinator McCaski II-Bagwell (am) Cabe Community 4-H Picnic 

Write news article 

18 19 20 21 22 23 24 
Ms. Dalla Pozza's visit Visit 4-H Staff- Home Extension Staff Conf. (am) Southwest District 4-H County 4-JI Field Day 
(9 am - 11 :30) Montgomery Co. Group Sidewalk Plan and prepare Activity Day All day -
Meet wlCartoogechaye Send next month's Bazaar (all day-Cabe) bulletin board Bagwell and McCaskill 
Home Ext. group calendar to state office Individual conf. Professional reading 
(I :30-Cabe) WI county chair 

25 26 27 28 29 30 
Home Ext. Garden Work on leadership Radio Prog.WFSC & Staff Conf. 
Workshop 9:30 am workshop WRFR (10:45) Prepare all reports for 
Ferguson-Cabe (McCaskill) Individual conf. WI co. month & mail to state 
Terrarium workshop; chairman P.M. 4-H Co. office 
Day Camp p.m.-Cole Council Plant Clinic Plant Clinic 

(McCaskill-Gawell) (I :00-Ferguson) 
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