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DRAFT - FOR DISCUSSION 10-1-98

GUIDELINES
fior
Land Grant Institution Plans of Work

Introdaction

Sections 202 and 225 of the Agricultural Research, Extension, and Education Reform Act of
1998 {AREERA) require all institutions eligihle for Federal research and extension formula
funds to prepare, submit, and have approved a Plan of Work (POW) for funds authorized under
the Hatch Act of 1887, as amended, the Smith-Lever Act, as amended, and Sections 1444 (1590
Extension} and 1445 (1890 Research) of the Mational Agriculture Research, Extension, and
Teaching Policy Act of 1977, as amended.

The legislation specifies virtually identical POW requirements for the 1862 Research, 1862
Extension, [890 Research, and 1890 Extension funds'. 1862, 1890 and 1994 institutions are also
required to report stakeholder input and ment and peer review procedures, All components of
the legislation have been congidered in formulating these puidelimes.

Planning Options

This document provides guidanee for preparing the POW, with preservation of institutional
autonomy and programmatic flexibility within the Federal-State Partmership. The POW is a 5-
year progpective plan that covers the peniod of fiscal year 1999 through 2003, with the option to
submit annual updates to the plan. POWs may he prepared for an institution’s individual
functions (i.e., research or extension activities), for an individual institetion (including the
planning of research and extension), or for state-wide activities (a plan for ail eligible institlutions
within & State). Regardless of the type of report chosen, the POW must reflect the content of the
programis) funded hy federal formula funds and the required match. Tt must also describe how
the programis) relate to and is part of the broad national goals. Institutions may opt te use this
POW as a program communication document and, as such, include all relevant program activity
regardless of funding source,

Stakeholder Input (Dialogue)
To obtain agricultural research, extension, or education formula funds from the Secretary, each

! Section 202 requires plans of work for 1862 research and extension formula funds,
Section 225 reguires plans of work for 1890 research and extension funds.

? Bection 102 () requires stakeholder input for all research, education, and extension
formula funds at 1862, 18, and 1994 institutions.
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1862 Institution, 1890 Institution, and 1994 Institution shall establish and implement a process
for abtaining input from persons wha either conduct or use agriculiural research, extension, or
education concermning the uze of the formula funds. POWs should identify the processes used by
the eligible institutions to develop the programs targeted to address the critical issues of the
State.

Conzistent with the requirements of the AREERA, each institution shall report the following
information through the appropoate section in the plan of work according to the following:

1. Institutions will seek input in an open and tair process that encourages the
participation of diverse individuals and groups.

2. Institutions will provide a bnef statement of the process used 1o wdentify individuals
who conduct or use agricultural research, extension or education and to collect input from
such mdividuals.

3. Institutions will provide examples that demonstrate that stakeholder input was
considerad.

Failure to complete and document the above items will result in the withholding of Federal
formula funds for non-comphiant institubions.

Merit and Peer Review'

Each 1862 and 1890 Institution eligible o receive agricultural research and extension formula
funds and each 1994 Institution eligible to receive agricultural extension funds shall provide the
following documentation for each program in the plan of work®.

L. A description of the merit andfor peer review process which shall inclhede but not be
limited to priorities as reflected in the plan of work, the selection of reviewers with
expertise relevant to the effort, and appropnate scientific and technical standards,

2. Cenification of the process by individual(s) with USDA signature authority at
institulions.

T Section 103(e), 104a)(2), 105(i) require that peer and meril reviews be conducted for
projects funded by research and extension formula funds.

! 1994 extension funds are awarded competitively on the basis of merit review by
CSREES. This review will constitute the required review of these programs.
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Goals

The POW shauld be based on the 5 national poals established in the Research, Education, and
Economics (REE) Mission Arca and Cooperative State Research, Education, and Extension
Service (CSREES) Agency Strategic Plans(hitp:/fwww.recusda gov). The body of the plan of
work narrative should focus on these goals and outcomes. The 5 goals are:

Goal 1. Through research and education, empower the agricultural system with
knowledge that will improve competitiveness in domestic production, processing, and
marketing.

An agriculiural system that is highly competitive in the global economy.

Goal 2. To ensure an adequate food and fiber supply and food safety through improved
science based detechon, surveillance, prevention, and education.
A safle and secare food and fiber system.

Goal 3. Through research and education on nuinition and development of more nutritions
foods, enable people 1o make health promoting choices.
A healthy, well-nourished population.

Goal 4. Enhance the quality of the environment through better understanding of and
huilding on agnculture’s and forestry’s complex links with soil. water, air, and biotic
TESOUrcEs.

An agricultural svstem which protects natiral réesonrces and the environment.

Goal 5. Empower people and communities, through research-based information and
education, 1o address the economic and social challenges facing our youth, families, and
communitics.

Enhanced economic opportunity and quality of life for Americans.

Format

As mentionad under the Planning Options section, an institution or state may opt to submit
independent plans for the various units (e.g. 1862 research) or an integrated plan which includes
all units in the institution or state. Regardless of the option chogen, the plans of work should be
reported in a matrx formal, each cell of which aggregates and summarizes all programs that fall
under one of the national program goals. If an integrated plan is submitted, the various units
within the entity for which the POW has been developed (.., 1862 rescarch, 1890 research,
1862 extension, 1890 extension, or 1994 program) would appear on the vertical axis. Individual
cells within the matrix would be used to summarize the state programs, along with their
respective indicators and culcome measures.

If a single unit within an institution chooses to submit an independent plan, the matrix would
have only one component in the vertical axis. Bach cell in this matrix should include the items




lisied under Planned Program outlined in the following section. This information eould be in
narrative form and should include quantifiable data, where possible.

The following example illustrates the desired matrix.

Goal 1 Goal 2 Goal 3 Goal 4 Goal 5
Research
Extension
Planned Programs” Each Program Description in the matrix
Program descniptions presented in cell or narrative should contain:
narrative form or in each cell of the - Staterventt of lssue(s)
matrix will be related to each of the 5 - Performance Goal(s)
strategic plan goals and should reflect - Key Program Components{s)
the following planfing components: - Imtemal and External Linkapes
- Target Audiences
- The statement of the issue - Evaloation Framework
should include an environmental scan and - Qutput Indicators
reflect the input of stakeholders. = Outeome Indicators
- Program Duration
- The performance goalis) 15 a target - Allocated Resources

level of performance expressed ag a tangible,
measurable objective against which actual
achievement can he compared, including a goal expressed as a quantitative standard, value, or
rafe.

- The key program componentis) should identify the major efforts included in the
curriculum, research protocol or activities to be conducted,

* AREERA contains language titled “Treatment of Plans of Wark for Other Purposes™
which states, “To the maximum extent practicable, the Secretary shall consider a plan of work ...
to satisfy other federal reporting requirements [Section 202 (aje); Section 202 (b){g); Section
225 (aWd)(5), and Section 225 (b}c)(5)]." The program componens included in this POW will
assist CSREES in developing its Government Performance and Results Act (GPRA)
performance plan and meet the institutions Civil Rights reporting requirements regarding
program delivery amnd meeting the needs of underserved audiences.
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- The internal and external linkages might include identification of research/extension
Joint efforts, multi-disciplinary, multi-institutional, and/or multi-state activitics in the program.

- The target audiences identifies the set of stakehalders, customers, and/or consumers for
which the program iz intended to influence. The plans of work should address the institutions”
commitment 1o facilitating equality of service and ease of access to all research and extenaion
programs and services, Plans should address owtreach efforts focused on providing technical
assislance 1o underrepresented communities and underserved customers and the strategy o
correct known dispanties in either the research and/or extension programs.  Allention must be
given Lo programs that focus on the needs and interests of diverse audiences as defined from the
perspective of those andiences.

- The evaluation framework should identify the context in which the program will be
evaluated when completed.

- The output indicators should reflect the tabulation, calculation or recording of activity
or effort expressed in guantitative or qualitative manner which measures the products or services
produced by the program planned.

= The outcome indicators should assess the results of a program activity compared to its
intended goal.

= The program duration should be expressed as short term, intermediate term or long
lerm.

- The allocated resources, including fiscal, human, and information, must be described
for each planned program,

Multi-Institutinnal, Multi-disciplinary, and Multi-State Programs
Descriptions of programs included in each cell of the matrix should reflect appropriate multi-
state, mulii-imstitubonal, mult-disciplinary or multi-functional activities, if appropriate.

Beginning October 1, 1998, the Hatch regional research program will become the Hatch multi-
state, multi-disciplinary research program®, Amendments to the Hatch Act require that not less
than 25% of the funds be used for multi-disciplinary approaches to solve research problems that
concem more than one state. State agricultural experiment stations may partner with another
experiment station, ARS, or another college or university.

Beginning Oetober 1. 1999, Cooperative Extension programs at 1862 institutions have a now
requirement that up to 25% of their program supported by Federal funds include activities in

* Section 104 of AREERA,




which two or more states cooperate Lo solve problems that concem more than one state”. As
required by the law, CSREES will work with each 1862 institution to establish the institution”s
haseline for multi-state extension activities for fiscal year 1997, For fiscal wear 2000,
cooperative extension programs for 1862 institutions must commit two times their 1997 baseline
or 25% (whichever 15 less) for muli-state activities. Institutions will be asked to describe the
comtributions of Extension staff and programs toward impacis rather than to describe the
programs.

Beginning October 1, 1999, up to 25% of Smith-Lever and Hatch funds must be used by the
institution for integrated/multi-functional activities’. As required by the law, CSREES will work
with exch 1862 institution to establish the institution’s baseline for inlegrated research and
extension activities for fscal year 1997, For fiscal year 2000, 1862 institutions must commit two
times their 1997 baseline or 25% (whichever is less) for inlegrated activities.

Multi-state, multi-disciplinary, and multi-functional programming must be reported in the POW
amd be consistent across the units of the institutions as well as the POW submitted by the
cooperating state(s). Federal formula funds used by a state for integrated activities may also be
used to satisly the multi-state activity requirements”,

Frotocols for Evaluating Success of these Efforts
CSREES will use the annual accomplishments and results reports to evaluate “the success of
multistate, multiinstitutional and multidiseiplinary activities and joint research and extension
activities in addressing critical agricultural issucs identified in the plans of work™."™ The
following evaluation criteria will be used in evaluating success.
Diid the planned program:
1. Address the critical issues of strategic imponance identified by stakehalders in
the statels)?
2. Address the needs and mput of underserved populations of the state(s)?
3. Meset the expected oulcomes and impacis?

4. Result in improved program delivery?

Projected Resources

The resources that are allocated for various activities in the POW, in terms of human and fiscal
measures, should he included and projected for the next five vears. The bazeline for formula
funding should be the prior year appropriation levels and the required match. [ the baseline for

" Section 105 of AREERA,

# Section 204 of AREERA,

* Section 204 (a)1)H4) of AREERA,

" Seetion 202(a)(d); 202(b)(1); 225(a)d)(4); and 225(h)(cH4)
&




formula funds changes more than 10%6, a revised plan should be submitied as an annual update.
The matnx, described above, might be a useful means of assembling this information,

Equal Employment Opportunity Reporting

As recipients of Federal financial assistance, all land grant institutions (1862, 1890, and 1994)
are required to develop a civil nighis plan to ensure equal access and nordiscrimination in all
terms and conditions of research and extension programs, including employment, work
assignments, cducational and training opportunities, research opponuanities, use of fcilities, and
opporiunities o serve on committees or decision-making bodies. Program development and
delivery components of this requirement are addressed in the planned program section of the
POW. Institutions have the option of incleding the remaining components of the required civil
rights report as part of the plan of work. [T institutions choose to not include this in the POW, the
agency will request this information as a separate report,

If included in the POW, the equal emplovment plans should include adeqguate information to
determine that the institution is complying with the requirements in civil nghtsfequal
employment opportunity regulations. The plans should also include narmrative and statistical
information addressing goals and procedures to increase and sustain the diversity of the
workforee, The plans of work should include background information on past
performance/accomplishments, and describe how the instingtion plans 1o move into the fulure,
inchuding a delineation of methods for measuring resufts.

All institutions currently report this information to the Department of Education. The
components of that repon related to research and extension could, if submatted, fulfll this

reparting requirement.

CSREES’ Review

All POWs will be evaluated by CSREES. The submitting institution(s) will be notified by
CSREES of its determination within 120 days {review to be completed in 90 days with 2 30 day
negotiation period) of receipt of the document. POWs will be either:

1. Accepted by the agency without change, or
2. Returned to the institution, with clear and detailed recommendations for its
madification

FOWs accepted by the agency will remain in effect for 5 vears, and will be publicly available in
4 CSREES data base. The Agency will notify all institutions of a need for a revision on or before
January 31* prior to the plan’s expiration on September 30,

CSREES Review Guidelines
CSREES will evaluate the Plans of Work asking the question, “Does the Plan of Work meet the
following criteria:

1. Address issues of strategic importance to the state?
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. Identify the alipnment and realignment of programs to address priority issuss?

. Identify the involvement of stakeholders in the planning process?

. Chive appropriate aflention to underserved populations?

. Indicate the level of Federal formula funds to all other funds at the state director level?
. Provide evidence of multi-state, multi-institutional and multi-functional
collaborations?

7. ldentify the expected outeomes and impaets from the proposed POW?

oL e Ll b

Planning Period Covered

The 5-year Plan of Work should reflect programs planned for each of the fiscal years (October 1
through September 30} included i the § years of the plan. The optional annual updates should
be used to amend the 3-year plan when program direction changes. The annual moedifications in
the 5-year POW must also be approved by the Agency, consistent with the Review Guidelines.

The annual update should be submitted to CSREES, along with the annual report of
accomplishments, for the preceding annual cycie. The updated POW would be a refinement of
the 5-year plan based on accomplishments during the preceding cyele and current stakeholder
mput. It is anticipated that the mstitution would use this opportumity to report back to its
stakeholders on progress made and goals met on the S-year plan to date.

Certification

An institution's POW certifies that the plan constitutes official submission of all reporting
requirements and must be signed by one or more officialz with signature authority for USDA
pl‘ﬂgf&rﬂ 5.

Due Date

All 5-year plans of work or the annual updates must be submitted no later than June 1. (The first
plan is due June |, 1999, in order to recerve FY 2000 fonding on October 1, 199%). CSREES will
have four months (o complete the review of the POW and to advise the planning units included
in the POW the status prior lo the beginning of the fiscal year, October 1. Failure on the part of
the mstitution reporting unit to submit by Tune 1 may delay completion of the review prior to the
beginning of the fiscal vear. Formula funds for any fiscal year cannot be released without an
approved POW,

Reporting Accomplishments and Results

The POW for a reporting unit {i.e. 1862 research), an institution, or a state should form the basis
fior annually reporting its accomplishments which will be due on January 1 of each year {Due
January 1, 2001 for reporting on FY2000). Accomplishments reporting should imealve two
parts. First, institutions should submit an annual set of impact statements linked to sources of
funding. Strict attention to just the preceding year is not expected in all situations. Some impact
statements may need (o cover ten or more years of activity. Focus should be given to the benefits
received by the targeted end-users.




Second, institutions should submit annual reselts statements based on the indicators of the
outputs and outcomes [or the activities undertaken during the preceding year. These should be
wdentified as short, intermediate and long term critical issues i the POW. Attention should be
given to highlighting multi-state, mult-imstitutional, and multi-functional activities, as
appropriate to the POW,

Glossary of Terms

Fair and Open Process - Stakeholder input opportunities which afford all individuals,
groups, and organizations a voice in a process that treats all with dignity and respect.

Formula Funds - For purposes of the Plan of Work Guidelines, formula funds refers to
funding provided by formula to 1862 institutions under the Hatch and Smith-Lever Acts,
a5 amended and 1890 institutions under Sections 1444 and 1445 of the Mational
Agriculiure Research, Extension, and Teaching Policy Act of 1977, as amended.

Integration - Jointly planned, funded and interwowven activities between research and
extension to solve problems. This includes the generation of knowledge and the transfer
of information and technology, It represents maore than co-funding of & program.

Multi-ipstitutional - Two or more institutions that have a different CEQ who can make
decisions for lis'her institution. This would also link public or privaie organizations with
the expertise or capability to collaborate in a research, extension, or education program to
bring the best knowledge and technology to bear on a need or problem.

Multi-state - Collaborative efforts that reflect the programs of institutions located in ot
least two or more states or temitories.  Such programs must solve problems that concemn
more than one state or territory; and demonstrate that each paricipating state or termtory
will he a collaborator towands objectives and iz involved in setting outcomes. Evidence
of the proposed collaboration must be provided in the plan of work submilted by cach
state or territory of the effect of the work. This planning can be documented through
formal agreements, letters or memorandums of understanding, contacts or other
mstruments that provide primary evidence that a multi-state relationship exists.

Multi-disciplinary - Efforts that represent research, education and/or extension programs
in which principal investigators or other collaborators from two or more disciplines or
fields of specialization work together to accomplish specified objectives.

Outeome ndicator - A tabulation, caleulation or recording of activity of effont expressed
in guantitative or gualitative manner which measures the products or services produeced
by the program planned.




OQuiput indicator - An assessment of the results of & program aetivity compared to is
intended goal,

Program Du
Long Term - A program that runs in excess of 5 years,
Intermediate Term - A progeam thet runs for a duration 1 to 5 years.
Short Term - A program that runs for less than | year.

Program Reviews:""

Merit Review - To ensure that the proposed program/project addresses estublished
pricrities, meets established eriteria, and has a reasonable likelihood of success.
Methods of merit review are a review panel, ad hoe reviews, and/or in-house
technical reviews.

Peer Review - A type of merit review that includes evaluation of a proposal(s) by
outside panel and/or ad hoc reviewers, whose expertise is relevant to the work
proposed by the applicant,

Underserved - The needs of individuals, groups and/or organizations especially those who
miy not have participated fully (inclheding, but not limited to, women, racial and ethnic
minorities, persons with disabilities and limited resource clients) must be considered
when developing program including the research agenda, education and technical
assistance services and communications materials in appropriate languages.

" Definition of meril and peer review are still under review.




