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East Area Pairings:
E1/E2 E3/E4
E5/E6 E7/E8

West Area Pairings:
W1/W2 W3/W4
W5/W6 W7/W8

Central Area Pairings:
C1/C2 C3/C4
C5/C6 C7/C8



Area Extension Director Hiring –
Timeline

 Application period has closed for eight positions 
that will be filled with new administrative hires

 Committees are convening in September

 Interviews expected to begin in late September 
and continue through early November

 All twelve Area Extension Directors are expected 
to be in place by January 1, 2021



Area Extension Director Hiring –
Screening Committee Membership

 Committee chairs are members of the Extension 
Faculty/Specialist Transition Team

 Membership will include:
 Agents from the areas

 Staff from the areas

 Extension Leader

 Kentucky State University representative



Area Extension Director Hiring –
Committee Chairs
 East 1/East 2: Ashley Osborne, 4-H Youth Development

 East 3/East 4: Martha Yount, Nutrition Education

 East 5/East 6: Ric Bessin, Entomology

 East 7/East 8: Billy Thomas, Forestry and Natural Resources

 Central 1/Central 2: Rachel Noble, 4-H Youth Development

 Central 7/Central 8: Hayley Pierce, Ag Communications

 West 1/West 2: Travis Legleiter, Plant and Soil Sciences

 West 5/West 6: Ken Jones, Program and Staff Development



Area Extension Director Hiring –
Committee Responsibilities

 Review applications and recommend primary and 
secondary interview pools

 Participate in an interview session with each candidate

 Join or view at least one presentation by each 
candidate

 Provide strengths and weaknesses for each candidate



Area Extension Director Hiring –
Interview Process for Candidates

 Web-based interview with the Extension 
Administrative Team

 Web-based interview with the Screening Committee

 Two Zoom sessions for agents, staff and leaders from 
the areas featuring a brief presentation followed by 
question and answer time

 Interview with the Regional Extension Director and 
Extension Director



Area Extension Director Hiring –
Interview Process for Counties

 Each candidate will participate in two Zoom 
sessions for agents, staff and leaders from the 
counties within the areas

 Participants will have the opportunity to ask 
questions

 Online feedback forms will be available to submit 
feedback for consideration in the hiring process



Agent Transition Team –
Current Focus

 Provide input regarding the infrastructure to 
support for programmatic activities tied to current 
district boundaries or previous Extension area 
boundaries

 Work with Extension Administration to finalize 
responsibility lists for county coordinator roles

 Share overall feedback regarding implementation 
of the new administrative structure



Stay Current on the Transition Process

 Extension Monday Memo – Emailed every other 
week

 Extension Transition website 
https://extension.ca.uky.edu/extension-transition

 Feedback regarding the Administrative Transition 
may be submitted at any time via the website 
survey

https://extension.ca.uky.edu/extension-transition
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COOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAM

1890 Land-grant Universities Celebrate 130th 
Anniversary of the Second Morrill Act
• August 30th marked the 130th anniversary of the legislation 

establishing the 1890 Land Grant Universities. 
• The celebration included an online forum  on Monday, August 31st

that included a gathering of higher education leaders, elected 
officials, community and business leaders recognizing the importance 
of the system.



COOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAM

NIFA Land Grant Colleges and Universities
https://nifa.usda.gov/sites/default/files/resource/LGU-Map-03-18-19.pdf

The 1890 
land-grant 
system 
consists of 
19 
universities.



COOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAM

The 1890 Network of LGUs

The network of 19 universities has 
a legacy of educating first-
generation and economically 
disadvantaged college students, 
and enhancing the resilience of 
limited-resourced farmers, 
families, individuals, and 
underserved communities.

• “America’s 1890 Land-Grant 
Universities are home to some 
of the best and the brightest our 
nation has to offer,” said U.S. 
Secretary of Agriculture Sonny 
Perdue. “…The students at these 
institutions are a critical part of 
the future of American 
agriculture and with them the 
future is bright.”

USDA Office of Communications/press@oc.usda.gov



COOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAM

New College Name
Kentucky State University’s College of 
Agriculture, Communities, and the Environment changed its 
name to the
College of Agriculture, Community, and 
the Sciences. 



COOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAM

Dean of the College selected

After a national search, Dr. Kirk Pomper
was selected and named Dean of the 
College of Agriculture, Community, and 
the Sciences.



COOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAMCOOPERATIVE EXTENSION PROGRAM

Happy Retirement to Dr. Joanne Bankston after 44 years of service.

• Professor and Coordinator/State Specialist Family Economics 
and Management

• Honored as a legend in FCS in 2016
• Received Award in Excellence in Extension from Association of 

Extension Administrators in 2016
• Served as president of KY chapter of ESP and Chair of  JCEP.
• Served as president of Association of Home Equipment 

Educators
• Served as Vice-President of Council of Administrators in FCS.
• Served on the KY Attorney General’s Consumer Advisory 

Council



Extension HR Update 



Minors on Campus Training

• Minors on Campus training is now required of all Extension Field Staff 
(Agents, Staff Assistants, Extension Assistants, Program Assistants, 
and Custodians).

• There are 3 modules (1 hour of training in all).

• Send the 3 certificates of completion (3 PDFs – not just the link) to 
Dora Collins (djc@uky.edu).

• The training is available from UK’s Risk Management site: 
https://www.uky.edu/administrativeservices/minors-campus

mailto:djc@uky.edu
https://www.uky.edu/administrativeservices/minors-campus


Required I-9 Approved Signer Re-Training

• All Extension Field Staff I-9 Approved Signers must re-train this year.  
• Sign up on MyUK Learning for: “Form I-9 Training for Approved 

Signers” (VIRTUAL HR-EMP-FI9TAS)
• Last Virtual Course offered this year will be on: 

• 12/04/20 – 10AM-11AM EST (unlimited number of participants) 

• Only individuals on the approved I-9 signers list can sign an I-9.
• Use the current I-9 packet (See Yankuba Banda’s 8/4/20 email)

• Voluntary Self-Identification form should show an expiration date of 5/31/20



Staff Harassment Training

• All bi-weekly staff strongly encouraged to attend (agents welcome 
too).

• Please make sure all office staff attend one of these trainings if at all possible.
• Will be by Zoom

• Dates:
• Friday, October 23, 10:30AM EST and 
• Thursday, November 19, 2:30PM EST

• Sign up will be made available on KERS



Tax Deferral
• The executive order signed by President Trump on August 12 provided 

a temporary deferral of employee Social Security tax withholding.

• At this time there has been limited guidance issued by the Internal 
Revenue Service regarding employer withholding and employee 
repayment requirements.

• This order and guidance only permit deferral - the employee must 
repay the deferred taxes no later than April 30, 2021 or interest and 
penalties would accrue starting May 1, 2021.

• Until more guidance is provided, the University of Kentucky will 
continue to withhold payroll taxes from employee checks and remit 
them to the IRS as normal.



Election Season Reminders



Political Activities and Public Office Reminder 

• Guidance for Kentucky Cooperative Extension Service
• All Cooperative Extension Service employees shall avoid conduct that 

might in any way lead members of the general public to conclude that 
he or she is using an official position to further professional or private 
interests or the interests of any members of his or her family.  If 
holding public office would create an actual conflict of interest that 
cannot be mitigated through abstention from votes or discussions 
concerning matters impacting the Kentucky Cooperative Extension 
Service, employees of the Kentucky Cooperative Extension Service 
may not hold such positions. 



Political Activities and Public Office Reminder

• UK Policy #76  
• https://www.uky.edu/hr/policies/political-activities-and-public-office
• The University of Kentucky respects the right and responsibility of 

employees as individual citizens to engage in local, state, and national 
politics.  However, because the university is a public entity, its faculty, staff, 
and administrators may only engage in political activities or hold public 
office if they are able to do so within the applicable law and University 
regulations, and while meeting the obligations of their position at the 
University. This policy is not intended to prohibit university employees from 
freedom of political association but such associations shall not be exercised 
in the employee’s official, university capacity.

https://www.uky.edu/hr/policies/political-activities-and-public-office


Extension District Board 
Reminders 



EDB Nominations

• Nominations for Extension District Board Deadline 

• By November 1st the County Extension Council must submit two 
names per nominee to the County Judge for each Extension District 
Board member appointment per KRS 164.635.

• The County Judge then makes the appointment by December 15th



Agent Vacancies and Hiring 

• At this time hiring pause exceptions will be requested for an Agent 
Vacancy when a county is down to one Agent.  

• More information can be found in the Extension Transition FAQ’s 
regarding Agent Vacancies and Hiring 

• https://extension.ca.uky.edu/sites/extension.ca.uky.edu/files/faq_dig
est_edited_august_6_2020.pdf

https://extension.ca.uky.edu/sites/extension.ca.uky.edu/files/faq_digest_edited_august_6_2020.pdf


Program and Staff 
Development Update 



Agent Career Ladder 

• The career ladder application will be an online submission 

• Due date is February 1st, 2021

• The application will be available to Agents in December



Report to the People

• PSD is currently making a few changes to the Report to the 
People document and submission process.  

• More details will be sent out to all county offices soon.  



State Extension Conference 
Dates Set

December 6-8th, 2020 
Lexington, KY 

More details will be shared soon.   



CAFE Office of Diversity 
Update











Extension Marketing Update



Marketing 

• Communication Audit

• After district staff, a Qualtrics survey will be sent to collect
o Newsletter information – names, frequency, distribution size
o Social media information – page name, admins/editors, number of 

followers
o Earned media – regular newspaper columns, news shows, 

podcasts
o Paid media – regulars ads
o Other marketing outlets



Marketing 

• One person from each office will need to complete the survey
• A “cheat sheet” will be sent with the survey link so all the information 

can be collected before entering into the survey
• It’s suggested that a staff assistant assemble the information and then 

discuss it during a staff meeting before completing the survey
• Due: October 1
• For questions, contact Hayley Pierce – hayley.pierce@uky.edu



Extension Philanthropy 
Update



One Day for UK – September 16

• UK’s Annual Giving Day that was scheduled for April but postponed 
due to Coronavirus

• Last year UK raised over $1 Million and College raised over $42,000
• This year Extension has been given opportunity to have a featured 

fund
• Dr. Stephenson chose “Building Extension Professional Leadership 

Fund- ESP” which benefits all Extension Employees
• This fund can be utilized to support travel, training, education, programming, 

and any other activity associated with attendance at or participation in 
professional development opportunities.  



One Day for UK – How to Help

• Advocate for One Day for UK through your own social media. 
• Share stories, repost, participate in challenges, and be a cheerleader for UK 

Extension on that day. 
• Follow #OneDayforUK to see all of the posts related to giving day and don’t 

forget to hashtag your own posts with #OneDayforUK.
• Follow along with the progress at: https://onedayforuk.uky.edu/
• Sign up to become a BBNfluencer on the One Day for UK website to 

receive additional tools to help spread the word and show off UK 
pride.    

• Yard signs will be sent to every Extension Office to promote in their 
own community on the day. 

https://onedayforuk.uky.edu/


One Day for UK – How to Give

• Online on September 16 at https://onedayforuk.uky.edu/
• Anytime during September at https://uky.networkforgood.com/

• All donations in September will be credited to one day for UK

• Payroll Deductions can be made in myUK. Click the giving tab to make 
your monthly pledge. All pledges made in September will count 
toward One Day for UK total.

• Extension Administrative Staff has set up a pledge to match pledges 
from Extension Agents on One Day for UK. Will match up to $3100

https://onedayforuk.uky.edu/
https://uky.networkforgood.com/


Extension Business Operations Update
September 2020 District Staff Meeting

Extension Business Operations
Chris Shotwell, Director of Extension Business Operations

Tina Ward, Business Analyst
Jeremy Teal, Business Analyst (WKY)

Beth Atkinson, Business Analyst (CKY)
Ty Back, Business Analyst (EKY)



Concur Implementation
• Concur will “Go Live” on Sept 8
• Concur replaces the TRIP system and will be used by county staff for travel 

expense reporting
– Campus staff will also use Concur to report University credit card expenses
– Note: References to Procard in training materials does not apply to county staff

• All travel through Aug 31, should be submitted in TRIP by Sept 7 to allow for 
more time to prepare and adjust to the new Concur system

• Any travel reports not submitted by Sept 7 will have to be submitted via 
Concur

• No word yet on when TRIP will be decommissioned 

Extension Business Operations



Concur Implementation

• Training for Concur will be done by the University
– Quick reference guides have been prepared by the implementation team and 

will be updated as necessary
– Pre-recorded videos will be the primary means for training
– Travel policy changes will also be implemented effective Sept 8

Note: Any Internal Extension policies will be communicated via email and 
updated on the CES website

– All University resources can be found on the University Financial Services 
website

– https://www.uky.edu/ufs/concur-travel-expense-management

Extension Business Operations

https://www.uky.edu/ufs/concur-travel-expense-management


Concur Implementation

• EBO will be preparing Extension specific quick reference guides to 
help field staff complete travel reports

• EBO advises staff to use the University resources and check their 
website frequently for the most updated information

• Contact info for questions regarding Concur:
1. ConcurExpense@uky.edu (please cc: EBO Analysts when contacting 

the Concur Team with questions)
2. EBO Business Analysts – we are still learning this new system ourselves, 

but we will be happy to assist where possible

Extension Business Operations

mailto:ConcurExpense@uky.edu


Tax Rate Process
• Most counties have received their calculated compensating and +4% rates from 

the state office
• A few are still outstanding and we are awaiting info from the Department of 

Revenue to get you the calculated rates
• Reminders:

– Any rate above the calculated compensating rate requires public hearing
– Any rate above the calculated +4% rate requires public hearing and is subject to recall
– Taxing district has 45 days from the date of property tax roll certification to establish a tax 

rate (date can be found on the bottom of the “Worksheet for Certification Assessment For 
Local Government” which was sent to the county office along with the calculated rates)

– More info: https://revenue.ky.gov/Property/Pages/PropertyTaxRates.aspx

Extension Business Operations

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Frevenue.ky.gov%2FProperty%2FPages%2FPropertyTaxRates.aspx&data=02%7C01%7Cchris.shotwell%40uky.edu%7C030fd9b295b745798b6c08d849be81e3%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637340429850249174&sdata=ZvB9SqvfH2QpWm3Ey70MPGfkI9qfYgIWWPWhWPj7M4A%3D&reserved=0


Tax Rate Process
• EBO has provided new guidance for 

filling out the property tax forms 
which are submitted to the 
Department of Revenue
– Property Tax Rate Request Form
– Motor Vehicle Tax Rate Return Letter

• http://cafebusinesscenter.ca.uky.edu/ebo_forms

Extension Business Operations



Year-End Process

• Thank you to all counties for working with us this year during 
the year-end process

• We hope the training and new resources provided were 
helpful and we welcome feedback for future 
trainings/resources

• Year-end actuals should have been reported to the District 
Office as well as the DLG (due Sept 1)

Extension Business Operations



Year-End Process

• Note: if anything changes with prior year actuals, the DLG 
does require that the district submits “Revised” actuals
– Send the “Revised” Budget Summary Form with the updated 

actuals to the DLG via email
– For the SUBJECT of the email, use the following:

“REVISED – 202X BUDGET YE ACTUALS – EID – SPGE NAME”

Extension Business Operations



QuickBooks Reminders

• Attachments – It is strongly recommended that documentation for each 
transaction entered into QBO is attached in the online system 

• Reconciliations – Remember to reconcile ALL bank accounts on a 
monthly basis (where possible) and at least quarterly for those accounts 
that do not receive monthly bank statements

• Quarterly Reviews – EBO Analysts are conducting quarterly reviews to 
provide financial record keeping support and guidance where necessary –
we appreciate county fiscal contacts working with us as we use this as an 
opportunity to serve you and your county and also to learn more about how 
we can make the QBO system better

Extension Business Operations



Payment Voucher
• Payment Voucher signature line has been updated

– “Purchaser Signature” retitled “Purchaser/Reviewer Signature”
– Updated to better reflect the role of the person signing the form on that specific line
– This line should be signed by the person responsible for the purchase or by the person 

responsible for reviewing the purchase/expenditure
– Updated form has been loaded to EBO forms page
– Use up remaining stock of the old form before switching to new form

• Reminders:
– Payment Voucher is a required form and must be used by all counties
– Do not make any changes to the form – if you need to add other county specific information, 

we ask that you use the back of the form
– Payment Voucher requires two signatures on each form

Extension Business Operations



Questions

Extension Business Operations

http://cafebusinesscenter.ca.uky.edu/extension-business-operations

http://cafebusinesscenter.ca.uky.edu/extension-business-operations


Program Area Updates



K.E.R.S. SNAP-Ed
SNAP-Ed Grant Year Ends Sept 30th (submit all hours by Oct 10th)

• Indirect : newsletters*, dropping 
off nutrition education 
information, stuffing educational 
info in food boxes, posting or 
sharing nutrition or food safety 
information on public space 
virtual or real.

Reminders & Announcements

• Direct: sharing lesson with group 
or individual with interaction 
virtually(new option for Site) or in 
person. 



Example: 
Newsletter stuffed 

in food box

#of Volunteers helped listed here

# of boxes stuffed with 
Newsletter listed in Indirect 

No direct education took place, so leave 
race and demographics blank.



Example cont’d: 
Newsletter stuffed 

in food box



SNAP-Ed GARDENING Virtual Class

Choose whichever program Code suits your lesson

ENTER Class 
participants info…



Choose # of times you plan on teaching this group

Virtual Gardening Class 
Example Cont’d

Enter class total in 
closest related 
project/area of 

focus for lesson.



SNAP-Ed Grant Year Ends Sept 30th (submit all hours by Oct 10th)



https://cedik.ca.uky.edu/sites/cedik.ca.uky.edu/files/aug
2020_cedik_10_years_impact.pdf



https://sizeupkentucky.com/

https://cedik.ca.uky.edu/ky-recovery



**COMING SOON**
Community and Economic Development Toolkit for Agents – web page
• Local Economic Development resources – who is involved?
• Definitions
• Why is Community and Economic Development important?
• Available programs through CEDIK for agents

Launching soon with a CED 101 webinar by Dr. Alison Davis – look for the announcement and KERS sign up

CED Social media posts for county agents
• CED Facebook and Instagram posts that can be personalized for your county
• Content based on CEDIK pillars of work: Economic Development, Community Design, 
Healthy Communities, Community Leadership and Arts Engagement

Launching soon – with easily accessible OneDrive folder



Arts Extension
Arts Extension Resources for Agents – web page
• https://cedik.ca.uky.edu/arts-engagement-resources

• 2-6 page pubs/arts activities for 
take-home kits, newsletters, socials

• Social media: @UKYArtsExtension
updated with new pubs regularly

https://cedik.ca.uky.edu/arts-engagement-resources


Arts Extension
Additional Publication Requests? 

• Is there an arts topic you’d love a 
pub or handout about? 
• Coming Soon: Art Journaling; 

Printmaking 

• Send requests or topic ideas to:
melissa.bond@uky.edu

mailto:melissa.bond@uky.edu


Urban Extension Updates

Sept. 15 – Urban Extension Institute Leadership Fellows – Cohort 1
First meeting this year long experience

LaToya Drake, Ronda Rex, Wayne Long, Becky Stahler, D.J. Scully and Bonne Sigmon make 
up Cohort 1.

Sept. 22 – Urban Extension Collaborations – Via Zoom
Heather Hayden (CLD) – will discuss the upcoming Diversity, Equity and Inclusion Certificate 
program for agents and others.

Dr. Marie Ruemenapp – National Urban Extension Leaders, Chairperson will discuss NUEL 
and other national urban news. 



4-H Update 
• All Program Areas
• As a reminder, all volunteers should be annually renewed or 

disengaged from the program at the end of the program year 
(August). This can be done via letter or email. Information was sent 
out by Dr. Ken Culp III in mid-August. Please ensure you are following 
this policy as it allows more opportunity for work with issues 
regarding problem volunteers.

• Thank you to everyone who braved and overcame the many 
challenges of 2020 and helped implement a successful Kentucky State 
Fair. Your help is appreciated!



4-H Update  
• 4-H Program
• Starting September 2020 through the end of the program year, the Kentucky 4-H 

Specialists will be providing online content geared toward clientele (mainly youth 
audiences). A schedule of this has been shared or will be shared shortly. Contact 
Rachel Noble for information. 

• In-services are being added on a regular basis to meet the requests of agents for 
more online content. Please check in-services frequently as we are adding these 
outside the normal procedure and they may show up in the next couple of 
months. Contact Isaac Hilpp for information.

• Just a reminder that all certified volunteers will need to complete their required 
training in the next couple of months. Online options for getting these hours area 
available. Contact Ashley Osborne for information.
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