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Introduction  
 
The College of Agricultural, Life, and Natural Sciences (CALNS) serves to meet the land-grant 
mission at AAMU. Each land-grant university receiving USDA funding is responsible for 
establishing internal policies and guidelines to ensure that all programs, research, and 
operations are done without regard to race, color, national origin, sex, age, or disability.  

Further, as a recipient of federal funds through the United States Department of Agriculture, 
National Institute of Food and Agriculture (USDA- NIFA), CALNS is required to act in 
compliance with the following major statutes and Departmental Regulations: 

 Title VI of the Civil Rights Act of 1964, as amended, 42 USC2000d. 
 Title VII of the Civil Rights Act of 1964. 
 The Equal Pay Act of 1963, as amended. 
 Section 504 of the Rehabilitation Act of 1973, as amended, 19 USC 794. 
 Americans with Disabilities Act of 1990, 42 USC 12101 et. seq. 
 Age Discrimination Act of 1975, 42 USC 601 et. seq. 
 Title IX of the Education Amendments of 1972, et seq. 
 Civil Rights Restoration Act of 1987, P.L. 100-259, as amended by the Civil 

Rights Restoration Act of 1991, P.L. 102-166. 
 USDA DR 4330-2, Nondiscrimination in Programs and Activities Receiving 

Federal Financial Assistance from USDA, dated March 3, 1999. 
 Other relevant Federal laws and regulations. 

 
Purpose of Civil Rights Reference Manual  
 
The Civil Rights reference manual is designed to be a reference source for Department 
Chair/Project Coordinators (PCs), Principal Investigators (PIs), supervisors, research associates, 
research assistants, technicians, and other personnel involved in conducting research supported by 
USDA- NIFA non-formula and formula funds such as Evans-Allen and McIntires-Stennis. 
 
The objectives of this civil rights reference manual are to:  
 
1. Outline the five-year civil rights performance plan, which serves as CALNS’ commitment to 

ensure that internal and external stakeholders are treated fairly, with dignity, and respect. 
2. Increase understanding of the policies and procedures of the CALNS’ Research Program.  
3. Assist the Department Chair/project coordinators and principal investigators with applying the 

program guidelines as they relate to the administration of their research projects and related 
activities.  

4. Promote uniformity in applying policies and practices by faculty and staff of the CALNS’ 
Research Program. 
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FIVE-YEAR CIVIL RIGHTS PERFORMANCE PLAN: 2024-2029 
 
This five-year performance plan is intended to be a commitment to CALNS' internal and external 
stakeholders. This plan ensures that our programming and research activities are extended to 
under-represented groups, delivered, and conducted without discrimination and value differences. 
 
Section I - Administrative Oversight 

 
Objective 1 – Civil Rights Staffing 

 
Identify persons responsible for leading the civil rights program, indicating the area(s) 
they represent and the breadth of their responsibility; administrative sign-off authority 
for civil rights; and data preparation responsibility. 

 
As shown in the chart below, CALNS's Civil Rights Program is administered by three different 
AAMU units: the Human Resources Office, the Office of Disability Support Services, and the 
Office of Research Compliance. The Directors of these Offices serve as coordinators for the 
different aspects of the Civil Rights Compliance Program.  

 
 
  

 

 

 

 

AAMU Civil Rights Coordinators 
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Section II - Program Planning and Participation 
 
Increase participation of people from underrepresented groups on research advisory boards and 
expand participation in programs by those who have been traditionally underserved, including 
minorities and persons with limited English proficiency. 

 
Objective 1 - Formalize advisory boards and ensure diversity in membership 

 
The importance of stakeholder input and citizen participation in our programs and research 
are noted in Alabama A&M University’s six core values, which serve as the Institution’s 
philosophical underpinnings. These core values include leadership, engagement, access, 
diversity scholarship and integrity, which provide the foundation for excellence in education, 
creation of a scholarly environment, search for new knowledge, outreach programs to meet the 
needs of society, and addressing the needs of capable students with limited access to education.  
 
With these core values as our foundation, we can establish a system of diverse, 
stakeholder-focused advisory councils over the next 18 months. In our constituent 
communities, there are committees that are related to and can give worthwhile input on 
our activities, but these committees are not to be used in place of AAMU-established 
and focused committees. From their ranks, we can gather the geographic and cultural 
perspectives of people willing to serve in an advisory role in the CALNS' activities, 
programming, and direction. 

 
In addition, we will seek program area advisors who understand the expectation of 
representing those who have not traditionally been a part of land grant programming. 
Our selection, appointment, and review process will ensure diverse nominations and 
participation by underrepresented groups. Annual reviews of the composition of advisory 
boards will be conducted to ensure reflection of the State by ethnicity, gender, culture, 
geography, and expertise in programming. 

 
Recruitment: From a starting point of selecting five founding board members, who 
understand the intent of the process, we will survey statewide/community needs and 
establish a criteria. The ratio of minority to non-minority members serving on an 
advisory board or committee should be comparable to the percentage of minorities in the 
area the group is meant to represent. Committee chairs are expected to compare local 
demographics to the slate of representatives to assess equitable representation of gender 
and various ethnic and racial groups. 
 
An annual review of the composition of boards and program development committees 
will be conducted by each Department. Benchmarks will be established and annually 
reviewed to determine changes in participation by underrepresented populations on such 
boards and committees. Chairs will certify that they have reviewed the demographic 
composition of their program advisory committees in the annual Civil Rights Internal 
Review.  Advisory committee members are expected to comply with the required 
annual civil rights training, which will include information on our written recruitment 
procedures outlined in our policy and procedures on board and committee structures. 
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Rotation: To ensure opportunities for continued diversity, membership on advisory 
councils and committees will rotate on a routine basis, with terms of service lasting up to 
three cumulative years. 

 
Bylaws: To ensure fair treatment of all members, a CALNS-controlled advisory council 
will have a published set of bylaws that guide membership, voting, scope of work, and 
other issues that affect participation. The bylaws should indicate how members could 
suggest and effect changes to said by-laws. The bylaws should also make explicit 
reference to CALNS’s nondiscrimination stance. 

 
Objective 2 - Partnerships & collaborations with other organizations and agencies 
 

CALNS can only succeed in delivering on its mission by growing and maintaining 
Partnerships. NIFA requires that our partners also "meet the specific obligations of 
nondiscrimination and equal opportunity associated with the USDA civil rights rules and 
regulations.” The first step to a successful partnership is clearly articulating the agreement 
between the two entities. This should be done through a memorandum of agreement or 
understanding. 
 
AAMU has a policy that outlines the requirements for MOAs and MOUs and the process 
for obtaining final approval and signatures. If there is an official MOA/MOU with the 
community partner, notification of AAMU’s nondiscrimination stance should already be 
included in the contract language, and the partner does not need to sign an annual 
assurance statement as long as the MOA/MOU remains in place. 

 
A Partnership Assurance form must be signed upon commencement by a  representative of 
any organization fitting the definition of a “partnership” with CALNS program that is not 
currently engaged in an official MOA/MOU and every three years after that. 

 
A copy of an MOA/MOU or the Partner Assurance statement must be documented for 
each community partner in the relevant department’s civil rights files within the folder 
labeled “Partners.” 

 
Objective 3 – Serving Limited English Proficiency (LEP) populations 

 
The increasing diversity in Alabama's population brings a clientele with limited ability in 
speaking and reading English. CALNS commits to our clients who have limited English 
proficiency. We will periodically conduct needs assessments so that faculty and staff can 
better understand the needs in our communities. The required civil rights training includes 
informing faculty, staff, and volunteers of laws prohibiting discrimination based on 
national origin. The training will also include information on the associated CALNS 
policies and required documentation. The following laws, codes, and executive orders 
guide our actions: 

 
National Origin Discrimination: It is unlawful to discriminate against any employee or 
applicant because of the individual’s national origin. No one can be excluded from 
participation in programs or denied equal employment opportunities because of the 
birthplace, ancestry, culture, or linguistic characteristics common to a specific ethnic 
group. 

Page 5 of 125



6  

 
 7 CFR, Part 15 is the Code of Federal Regulation that effectuates program 

accessibility and all other aspects of the civil rights laws for USDA. 
 

Executive Order 13166 specifies the provision of language assistance to limited English 
proficient (LEP) individuals. 
 
Title VI of the Civil Rights Act of 1964 prohibits exclusion from participation in, denial 
of benefits of, and discrimination under federally assisted programs based on race, color, 
or national origin. 

Four LEP factors to consider: 
 

Four factors determine whether or not Limited English Proficiency [LEP] services should be 
provided: 
 

1. The number or proportion of LEP persons in the community; 
2. The frequency of contact Extension has or should have with LEP persons; 
3. The nature and importance of the benefit, service, communication, or information to 

the LEP person; and 
4. The resources available to Extension, along with the costs of providing 

language assistance. 
 

Those producing instructional materials and programs for LEP persons should ensure that 
instructional content has been culturally adapted to be consistent with the target clientele's 
values and beliefs and convey information that will increase the group's understanding of the 
surrounding majority culture. 

 
Each office will maintain an LEP Requests and Actions Log that will be required 
documentation for Informal and Formal Internal Compliance Reviews and the NIFA Civil 
Rights Compliance Review. 

 
Objective 4 - Offer and track ADA accommodations 

 
Develop or adjust research and educational programs to accommodate and meet the needs 
and interests of clients with disabilities. 

 
In addition to regular training on Americans with Disabilities Act (ADA) requirements, a 
review shall be conducted with all departments. Physical facilities utilized will be reviewed 
for ADA compliance, and publication statements announcing programs will carry an 
AAMU-approved accommodations statement: “Accommodation requests related to a 
disability should be made by [specific date] to [contact person, phone number, and 
email].” 

 
All faculty and staff have also been instructed to keep an Accommodation Request and 
Actions Log in their department's civil rights files so that the departments can look at 
patterns and potential barriers. This log will be required documentation for Informal and 
Formal Internal Compliance Reviews and the NIFA Civil Rights Compliance Review. 
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Objective 5 – Parity Standard and Potential Participant Pool 

 
Annually, each department will determine the population eligible for its research 
programs. They shall use the most current U.S. Census demographic information or 
projected demographics available. 

 
Objective 6 – Parity Standard and Face-to-Face Contacts 

 
Through the annual face-to-face contact reports, each department will identify the number 
of clientele directly contacted, comparing the demographics against the population of the 
service area(s) to establish parity goals. 

 
The parity goal in any given year is to serve the same percentage of each minority population 
as the total face-to-face contacts with a given group divided by that group's total known state 
population. [use most recent Census data]. 

 
Formula to Calculate Parity: 

 
% minority group in your program X 100 
% minority group in the population 

 
Objective 7 – Contact Lists (Electronic and Non-Electronic) 

 
CALNS will develop an operating policy outlining the requirements for managing all 
contact lists for clients and stakeholders. Following this policy, faculty and staff will receive 
training on maintaining, protecting, and using contact lists. Each list manager will conduct 
annual surveys of their mailing list(s) to collect race, ethnicity, and gender data to 
determine if the list is representative of the population in the area being served. Should a 
disparity exist, the list manager and/or office responsible will work with the Dean’s Office 
to grow awareness of CALNS programs in under-represented audiences. Departments will 
document all reasonable efforts to diversify non-representative mailing lists in office 
folders. 

 
 
Section III - Research 

 
Objective 1 – Resource Allocation 

 
Research resources will be assigned non-discriminately, including project funding, lab, 
and office space. Resource allocation processes will be available in writing to all 
interested parties. 

 
Objective 2 – Graduate Students 

 
Graduate students will be recruited from a wide variety of student pools. CALNS will 
work with AAMU Office of Graduate Studies to determine underrepresented groups in 
graduate student cohorts. When advertising open research assistantships, all reasonable 
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efforts will be made to reach a diverse graduate student audience. Project opportunities 
and lab and office space will be allocated to students in a non-discriminatory manner. 

 
Section IV - Public Notification 

 
Public notification is the process by which the public is advised of CALNS programs, the 
requirements for nondiscrimination, and the availability of reasonable accommodations for 
those needing them. 

 
CALNS is committed to non-discriminatory notification of all stakeholders regardless of race, 
religion, color, national origin, citizenship, age, sex, physical or mental disability, status as a 
protected veteran, marital status, changes in marital status, pregnancy, childbirth or related 
medical conditions, parenthood, sexual orientation, gender identity, political affiliation or belief, 
genetic information, or other legally protected status.  

 
Objective 1 - Nondiscrimination advisement 

 
Advise potential program recipients of program availability and requirements of 
nondiscrimination. 

 
a) All reasonable efforts will be undertaken to inform potential program participants 
of research activities and programs. “All reasonable efforts” shall be defined as the 
minimum effort needed by research personnel when conducting programs in 
ethnically diverse communities to achieve program participation reflective of racial 
and ethnic parity. All reasonable efforts shall be documented, including the use of 
mass media, personal letters, newsletters, and personal visits to encourage attendance 
of underrepresented groups and research action plans for the inclusion of 
underrepresented groups in program efforts. 

 
b) All reasonable efforts will be made to develop, modify, and provide program 
materials for underrepresented groups, including materials designed to 
accommodate language barriers, low literacy levels, and accommodation of those 
with disabilities. 

 
c) Advise organizations and groups with which CLANS cooperates of our 
nondiscrimination provisions. 

 
Objective 2 – “And Justice for All” posters 

 
Displaying the most current version of the “And Justice for All” poster – procedures for 
filing a complaint openly and communicated to the public. 

 
a) The “And Justice for All” poster will be prominently displayed in each 

department and Experiment Station office and in public places regularly used 
and physically controlled by AAMU at public meeting sites. Civil rights files 
include a verification log indicating office posters' location. This must be 
updated annually. 
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Objective 3 - Affirmative action/nondiscrimination statements 
 

All publications printed will use the appropriate affirmative action and nondiscrimination 
statement. When justified, these publications should also be made available to 
accommodate those with limited English proficiency. 

 
The short statement will be used on letterhead, newsletters, job announcements, flyers, and 
most brochures: 

AAMU is an affirmative action/equal opportunity employer and educational 
institution that prohibits illegal discrimination against individuals. 

 

The longer statement shall be used with fact sheets and other numbered publications: 
 

Published by AAMU in cooperation with the United States Department of 
Agriculture. AAMU is an affirmative action/equal opportunity employer and 
educational institution that prohibits illegal discrimination against 
individuals.  

 

Objective 4 - Non-discriminatory statements, photos, and graphics 
Use non-discriminatory statements, photos, and graphics to convey the message of 
equal opportunity in informational releases to the public. CALNS will make all 
reasonable efforts to ensure that press releases, announcements, photographs, 
audiovisuals, and other communication media convey equal opportunity regardless of 
race, color, sex, national origin, age, or disability. 

 
Objective 5 – Gender-neutral language 

Use gender-neutral language in publications, communications, and programs. All 
educational materials shall be written and presented in such a manner as to eliminate the 
perception of gender bias. Developers of publications will be encouraged to check all 
publications to ensure gender-neutral language and that appropriate civil rights 
statements are included. 

 
 
Section V - Civil Rights Training  

 
Objective 1 – Staff training 

 
The following specific plans and procedures for providing all staff training on civil rights 
and affirmative action are in accordance with regulations, which include training on 
addressing complaints. 

 
Continued diversity/cultural training will be offered to provide a better understanding 
of other cultures and strengthen programming from various sources. The venue for 
the presentation shall include the annual professional development meetings and the 
orientation of the new staff. 
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Conduct civil rights training at all levels (orientation and in-service). AAMU Research 
programs and the AAMU Compliance Office will provide regular professional 
development training for employees at all levels to enhance awareness and understanding 
of diversity issues and to increase their ability to reach out to the underserved and 
underrepresented in Alabama. Training will assist faculty and staff with understanding the 
needs of the growing diversity in communities among actual and potential clientele. 

 
Employees will be reminded annually of their civil rights obligations, and the expectation 
of nondiscrimination shall be included in job solicitations of new faculty and staff. During 
annual personnel reviews, supervisors are encouraged to discuss progress on all 
reasonable efforts. 
 

 
Section VI - Civil Rights Compliance Reviews 

 
Regularly scheduled internal reviews will be conducted in all departments to ensure compliance 
with federal statutes, NIFA’s departmental regulations, and CALNS’s Civil Rights 
Performance Plan. Written policies will outline the review process and the documentation 
required of each department. Electronic files for each department should be in place for easy 
access and updating by the compliance coordinator and office staff. 

 
Objective 1 – Internal Compliance Reviews 

 
Internal reviews will be conducted regularly to ensure compliance with CALNS’s Civil 
Rights Performance Plan. Both formal and informal reviews and follow-up will be 
accomplished through the efforts of the civil rights compliance coordinator. 

 
Informal Compliance Reviews (ICR) will be conducted annually and include, at a 
minimum, civil rights desk reviews, including confirming the creation of annual parity 
reports, collection of face-to-face contact data with comparison to U.S. Census data, and 
completion of the review questionnaire used to spot-check the electronic files. 

 
Formal Internal Office Compliance Reviews (FIOCR) will be conducted once every three 
years. These reviews will include reviewing department civil rights records and 
evaluating the physical office and classroom spaces. 

 
Within 30 days of completion of both ICR or FIOCRs, the department will receive written 
feedback outlining any issues or deficiencies, guidelines for coming into compliance,  and 
the date for a follow-up interview. Documentation of each review shall be maintained in the 
department's civil rights files in the folder labeled “Internal Reviews.” 

 
Department reviews will include a review of the unit’s civil rights records using the 
Checklist and a questionnaire that consists of the following: 
 Does the department have program client data by race, ethnicity, and gender? 
  Does the department have lists of scholarships by recipients’ race, ethnicity, and 

gender?  
 Advisory Councils/Boards and program Committees lists that summarize the number of 

members by race, ethnicity, and gender. 
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 All program mailing lists by race, ethnicity, and gender 
 The compliance coordinator will advise departments of any record of 

complaints. 
 Does the department use the appropriate affirmative action statements in its printed 

materials? 
 Has the department offered ADA accommodations? 
 Does the department display the “And Justice For All” poster in a visible location? 

 
Objective 2 – Prepare for USDA NIFA Compliance Reviews 

 
In accordance with United States Department of Agriculture civil rights 
regulations and Under Federal Regulation 7 CFR 15, any recipient of 
federal financial assistance, regardless of the amount, is subject to 
civil rights reviews. Further, the primary recipient of federal financial 
assistance is responsible for civil rights administration, where the 
primary recipient extends the financial assistance to another recipient. 

 
USDA NIFA Compliance Reviews are regular, systematic inspections conducted onsite 
every seven years. Additional information regarding the inspection can be found in the 
USDA Civil Rights Compliance Review Guides listed on the CALNS Civil Rights 
Compliance website. 
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2024-2027 CIVIL RIGHTS REVIEW SCHEDULE
Code Review Area Notification of Review Date Review Start Date Review Completion Date Unit/Responsible Staff 

SA24.1 Reasonable Accommodation February 2024 April 2024 March 2027 Office of Disability Support 
Services/Ms. Tanisha Smith 

SA24.2 Public Notification January 2024 February 2024 January 2027 1890 Research Director’s 
Office/Ms. Karen Johnson 

SA24.3 Resource Allocation May 2024 October 2024 September 2027 1890 Research Director’s 
Office/Dr. Walker 

SA24.4 Civil Rights and Diversity Training January 2024 February 2024 January 2027 Office of Research Compliance 
and Civil Rights/Dr. Bukenya 

SA24.5 Title IX (Sex Harassment) Compliance February 2024 April 2024 March 2027 Human Resources Office/Ms. Lisa 
Spencer 

SA24.6 Limited English Proficiency (LEP) February 2024 March 2024 February 2027 Office of Research Compliance 
and Civil Rights/Dr. Bukenya 

SA24.7 Collection & use of REG data February 2024 April 2024 March 2027 Office of Research Compliance 
and Civil Rights/Dr. Bukenya 

SA24.8 Customer Services and Conflict 
Resolution 

May 2024 October 2024 September 2027 1890 Research Director’s 
Office/Dr. Walker 

SA24.9 Compliant procedures March 2024 May 2024 April 2027 Office of Research Compliance 
and Civil Rights/Dr. Bukenya 

*

*Given that our program is small, the reviews are scheduled every three years to allow the collection of a sizeable dataset to guide the necessary improvements.
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AAMU CIVIL RIGHTS COMPLIANCE TRAINING SCHEDULE 
COVERED PERIOD: 

Purpose: To ensure that all individuals involved in all levels of administration of programs that receive federal financial assistance understand federal laws, 
regulations, instructions, policies, and other federal guidance related to Civil Rights. 
Objectives: (1) To give employees and advisory board members a general overview of civil rights, (2) To educate faculty/staff on their rights and responsibilities 
as overseers of federal and state funded programs, (3) To provide informational resources to employees and advisory board members, and (4) To increase the 
understanding of the several civil rights topics and to eliminate the instances of civil rights violations. 

TARGET AUDIENCE TOPICS FORMAT REQUIREMENT/FREQUENCY TIMELINE MONITORING/ 
VERIFICATION  

STATUS 

All Employees 
and Graduate 
Students 

* Civil rights definition,
key terms & related
laws and regulations
(Title VI)

* Collection & use of
REG data

* Public notification
* Reasonable

accommodation
* Limited English

Proficiency
* Title IX (Sex

Harassment)
* Plan for equal access to

programs
* Customer services &

conflict resolution
* Complaint procedure.

• Online self-
paced training
with quiz
(requires 70%
score to get a
certificate of
completion).

• Mandatory/Annually. • Beginning
of the year or 
at expiration 
of current 
certificate. 

• Certificate

• Logs.
 Fully Implemented 
 Partially Implemented 
 Pending. 

Faculty and Staff * Civil rights laws and
regulations 

* Public notification

* LEP Plan

* Title VI.

• Face-to-Face
or Virtual. 

• Mandatory/Start of
the semester. 

• Offered at
the beginning 
of academic 
semester or 
during 
College 
Meetings. 

• Sign-in sheet

• Logs.
 Fully Implemented 
 Partially Implemented 
 Pending. 
 Not Implemented 

 Not Implemented 
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All Employees * Civil rights & related
laws and regulations
(Title VI)

* Title IX (Sex
Harassment)

* Customer services &
conflict resolution

* Complaint procedure.

• During
orientation for 
new 
employees. 

• Mandatory/One time. • During
onboarding. 

• Logs.  Fully Implemented 
 Partially Implemented 
 Pending. 

PIs and/or 
Graduate Students 

* Parity analysis
* Compliance plan
* Q&A.

• Face-to-Face
or Virtual. 

• Optional/As needed. • Any time. • Logs.  Fully Implemented 
 Partially Implemented 
 Pending. 

Administrators * Civil rights & related
laws and regulations 
* Title IX (Sex

Harassment)
* Customer services &

conflict resolution
* Resource allocation
* Compliance plan
* Complaint procedure
* Barrier analysis.
* Internal compliance
review plan. 

• Face-to-Face
or Virtual. 

• Mandatory/Annually. • During
Deans 
Council, 
Chairs 
Meetings, 
administrator 
meeting. 

• Logs.  Fully Implemented 
 Partially Implemented 
 Pending. 

External Board 
Members 

* Civil rights & related
laws and regulations 
* Title IX (Sex

Harassment)
* Customer services &

conflict resolution.
* Complaint procedure.

• Face-to-Face
or Virtual. 

• Mandatory/Annually. • Offered in
Summer at 
CALNS 
Retreat. 

• Certificate

• Logs.
 Fully Implemented 
 Partially Implemented 
 Pending. 

PIs and/or 
Graduate Students 

* Parity analysis
* Compliance plan
* Public notification
* Q&A.

• Brown bag
meetings. 

• N/A. • Open. • Sign-in sheet

• Logs.
 Fully Implemented 
 Partially Implemented 
 Pending. 

All employees and 
Graduate Students 

* Any emerging
issue/topic 
* Updates
* Public notification.

• Newsletter,
flyers, 
factsheets. 

• Quarterly. • Open. • N/A.  Fully Implemented 
 Partially Implemented 
 Pending. 

 Not Implemented 

 Not Implemented. 

 Not Implemented. 

 Not Implemented 

 Not Implemented. 

 Not Implemented .
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AAMU-CALNS CIVIL RIGHTS SELF-ASSESSMENT 

Completion Date: 

Item Description Evidence Determination Notes 
SA23.1 Organizational Capacity

AAMU Research/Experiment Station 
(CALNS) has designated at least one 
employee to coordinate and monitor 
compliance with its responsibilities under 
federal and state nondiscrimination laws, 
Title IX, and Section 504. 

AAMU Research/Experiment Station 
coordinators have obtained training 
regarding their responsibilities under 
these laws. 

Legal authority: Title IX, 34 C.F.R. 
Sec.106.8 and 34. C.F.R. Sec. 106.45; 
Section 504, 34 C.F.R. Sec.104.7; Title II, 
28 C.F.R. Sec.35.107;  

CALNS or University Level 

A. The Civil Rights Coordinator, Title IX 
Coordinator, and Section 504 Coordinator rolls 
have been assigned to staff. 

B. The Coordinators have obtained sufficient 
training in their coordinator responsibilities 
under federal and state laws.  

Documentation could include a completed 
self-training checklist, relevant training 
materials, agendas, or certificates of 
attendance. 

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 

SA23.2 Required Policies and Procedures

AAMU Research/Experiment Station has 
discrimination complaint and appeal 
procedures 

AAMU Research/Experiment Station has 
a sexual harassment policy and 
procedure that are consistent with the 
requirements in the federal civil rights 
laws and regulations.  

Legal authority: Title IX, 34 C.F.R. 
Sec.106; Section 504, 34 C.F.R. Sec.104.7; 
Title II, 28 C.F.R. Sec.35.107. 

CALNS Level or University Level 

A. CALNS uses the university’s student 
nondiscrimination policy and procedure. 

B. CALNS uses the university’s employee 
nondiscrimination policy and procedure. 
C. CALNS uses AAMU’s student sexual 
harassment policy and procedure. 

D. CALNS uses AAMU’s employee sexual 
harassment policy and procedure. 

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 
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SA23.3 Civil Rights Knowledge & Procedures

AAMU Research/Experiment Station 
helps faculty and staff to understand 
civil rights laws, rules, regulations, 
policies, and procedures, and to value 
diversity and inclusion within the 
organization.  

Legal authority:  
Title VI of the Civil Rights Act of 1964, as 
amended, 42 USC 2000d. • Section 504 
of the Rehabilitation Act of 1973, as 
amended, 19 USC 794. • Americans with 
Disabilities Act of 1990, 42 USC 12101 
et. seq. • Age Discrimination Act of 
1975, 42 USC 601 et. seq. • Title IX of 
the Education Amendments of 1972, et. 
seq. • Civil Rights Restoration Act of 
1987, P. L. 100-259, as amended by, 
Civil Rights • Restoration Act of 1991, 
P.L. 102-166. • USDA DR 4330-2, 
Nondiscrimination in Programs and 
Activities Receiving Federal Financial 
Assistance from USDA, dated March 3, 
1999. 

CALNS or University Level 

A. AAMU Research/Experiment Station has 
assessed the extent to which employees 
understand civil rights laws, rules, regulations, 
policies, and procedures.  

B. Determined availability and frequency of 
training events and opportunities for faculty 
and staff on diversity and civil rights laws, 
rules, regulations, policies, and procedures. 

C. Identified the extent to which faculty and 
staff have participated in civil rights training. 

D. Determined faculty and staff familiarity with 
content, location, and availability of applicable 
university policies and procedures concerning 
civil rights and diversity. 

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 

SA23.4 Advisory Boards and Committees

AAMU Research/Experiment Station 
advisory board and committee 
members are selected on a 
nondiscriminatory basis without regard 
to race, color, religion, sex, age, national 
origin, sexual orientation, gender 
identity or expression, disability, or 
veteran status. 

CALNS or University Level 

A. AAMU Research/Experiment Station 
maintains written selection and recruitment 
procedures/criteria for positions on all internal 
and external research-related advisory and 
awarding committees to ensure that: 
• Internal and external advisory boards and

committees are diverse, and/or are
representative of the population of the
county in relation to geographic areas
being served.

• Selection and appointment processes are
used to staff local committees and advisory
boards.

• Develop an outreach plan to increase the
participation of females within the advisory
board.

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 
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SA23.5 Resource Allocation

AAMU Research/Experiment Station 
provides research support to 
faculty/principal investigators (PI) 
including research funds, graduate 
research assistants, laboratory 
technicians, post-doctoral researchers 
and administrative staff who make a 
significant contribution to CALNS 
research programs. 

CALNS resources are distributed on a 
nondiscriminatory basis without regard 
to race, color, religion, sex, age, national 
origin, sexual orientation, gender 
identity or expression, disability, or 
veteran status of the faculty/PI. 

CALNS Level 

A. AAMU Research/Experiment Station 
maintains written policies/criteria describing 
how resources are distributed to principal 
investigators (PIs). 

B. AAMU Research/Experiment Station 
maintains REG data for PIs supported by 
program funds. 

C. AAMU Research/Experiment Station has 
developed measures and a recruitment 
strategy to address underrepresentation of 
female PIs. 

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 

SA23.6 Annual Notifications

AAMU Research/Experiment Station 
annually notifies all employees and 
students about the discrimination 
complaint procedure and sexual 
harassment policy in student and 
employee handbooks.   

CALNS Level 

A. AAMU’s student handbook (or similar 
publications) includes information about the 
discrimination complaint procedure and sexual 
harassment policy.  

B. AAMU’s faculty and staff handbooks (or 
similar publication on the university website) 
includes information about the discrimination 
complaint procedure and sexual harassment 
policy.  

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 

SA23.7 Continuous Notifications

AAMU Research/Experiment Station 
provides continuous notice that it does 
not discriminate based on race, color, 
national origin, sex, sexual orientation, 
gender identity, gender expression, 
creed, religion, age, veteran or military 
status, disability, or the use of a trained 
dog guide or service animal by a person 
with a disability. 

CALNS Level 

A. The nondiscrimination statement is included 
in major publications that are widely 
disseminated to students, employees, or public 
including: Newsletter or similar publications, 
job announcements and employment 
applications, and department publications, 
announcements, or student recruitment 
materials. 

B. The CALNS’s nondiscrimination statement 
includes the following: 
• Notice that the AAMU
Research/Experiment Station does not 

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 
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Legal authority: Title VI, 34 C.F.R. 
Sec.100.6; Title IX, 34 C.F.R. Sec.106.9; 
Section 504, 34 C.F.R. Sec.104.8; Title II, 
28 C.F.R. Sec.35.106; Boy Scouts Act, 34 
C.F.R. Sec.108.6;  

discriminate based on race, color, national 
origin, sex, sexual orientation, gender identity, 
gender expression, creed, religion, age, veteran 
or military status, disability, or the use of a 
trained dog guide or service animal by a 
person with a disability. 
• Notice that AAMU Research/Experiment
Station provides equal access to all its 
programs. 

C. CALNS posts the Sexual Harassment and 
Justice for All Poster in a location visible to 
both students, employees and visitors. 
Documentation could include photos of 
postings (indicating the location of posters) or 
a log of poster locations. 

SA23.8 Section 504

AAMU Research/Experiment Station 
identifies, evaluates, and places students 
with disabilities in compliance with 
Section 504 and has implemented the 
legal standards under the ADA 
Amendments Act of 2008 (such as 
changes regarding major life activities, 
mitigating measures, etc.).  

AAMU Research/Experiment Station 
conducts manifestation determinations 
before removing a student with a 
disability from their current placement 
because of a behavioral violation.  

Legal authority: Section 504, 34 C.F.R. 
Part 104. 

CALNS or University Level 

A. Through AAMU Office of Disability Services, 
AAMU Research/Experiment Station conducts 
manifestation determinations for a Section 
504-eligible student before removing the 
student from their current placement because 
of a behavioral violation. 

Documentation could include use of a 
manifestation determination form. 

 Fully Implemented 
 Partially Implemented 
 Not Implemented 
 Needs/Requests Program Support 

Page 18 of 125



Civil Rights Compliance: Internal  Checklist & Filing Guide

Department Chairs and Program Directors should use this checklist as a guide to lead faculty 
and staff through an annual review of progress toward the goals outlined in the Civil Rights 
Plan, and to make sure their program's compliance procedures and files are up-to-date. The 
checklist is used in the internal Civil Rights Compliance Review, as outlined in the Civil 
Rights Policies and Procedures.  

The following documentation must be kept in the program's civil rights file for 3 years. All 
documentation must be updated annually. It is highly recommended this information be stored 
electronically.   

1. Planning and Advisory Committee Files—Composition and Process

□ Program Civil Rights Plan - The current Civil Rights Plan has been reviewed
by all faculty and staff, and updated annually.

□ Advisory Committee Members - The internal and external Advisory Committee
membership lists, which includes the name of the membership lists and the ethnic
background and gender of the members is up to date. This list should also include the
designation of members who represent Limited English Proficiency (LEP) populations
where necessary.

2. Public Notification Efforts Files

□ Statement of Nondiscrimination - AAMU’s statement of nondiscrimination must be
on all printed or electronic material. Include meeting announcements, email notices,
flyers, brochures, actual articles or submitted copy etc. for radio and TV stations,
newspapers, and web pages. Record dates of release or use, as well as a list of outlets
where submitted.

□ Reasonable Accommodation Statement - AAMU’s Reasonable Accommodation
statement must be on all meeting and training announcements. Include actual articles or
submitted copy to newspapers, radio and TV, flyers, brochures,  enewsletter
announcements, etc. showing reasonable Accommodations statements. The statement
must include the procedure a potential participant would use to request a Reasonable
Accommodation due to a medical or physical condition.

Completion Date:
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AAMU Annual Civil Rights Review  Checklist and Filing Guide 

2 

□ Advertisements - A list of various media outlets, including those that have potential to
reach underserved audiences within our county.

□ Required Posters - A "And Justice for All" poster is prominently displayed in all main
public areas and in all meeting rooms. AAMU faculty and staff should bring copies of
the poster to post at off-site meetings, trainings, and events. If service area
demographics indicate the potential for high non-English speaking audiences (10% or
greater), you should display the poster in the language of that population (if available
from USDA).

3. Program Implementation and Participation Files

□ Reporting Contacts - Faculty and staff in the office report outreach to underrepresented
groups through the annual Reporting Contacts spreadsheet. Balanced participation occurs
when the ethnicity, race, gender, age, religion, and economic characteristics of
participants across all programs are representative of AAMU service area population as a
whole. Programs are in compliance when participation has reached 80%.  If balanced
participation was not reached, include documentation explaining the differences between
the percentages of population in the service area (ethnic, age, gender, etc.) and the
percentages of populations reached in each strategic goal.

□ Limited English Proficiency (LEP) populations - These populations must be identified
and public notification and programs have addressed the needs of these populations
according to the Civil Rights Laws and Regulations.

□ Mailing Lists - If you communicate with groups and/or advertise programs by mail or
email, you must keep two separate address lists. On list #1, only include the client name
and address - do not include ethnicity or gender on this list. On list #2, only include the
client name and their ethnicity and gender – do not include addresses on this list.

□ ADA Compliance and Special Accommodations – If you have a request for reasonable
accommodations you must respond to the request. Include program flyer, a description of
program content, meeting sites and times, and description of accommodation(s) made.

□ ADA Compliant - Program meeting areas must be ADA accessible. The ADA Checklist
must be completed for all spaces used, which addresses entrances and restooms.  If the
area is not ADA accessible, there is a detailed site plan to address accessibility.
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□ Organizational Compliance Statements or Bylaws - Documentation of
nondiscrimination is required from all non-public organizations with whom we partner
before providing any service to the group (e.g. a copy of by-laws with non-discrimination
language included, signed statement, signed letter, or membership list showing protected
classes). These must be updated every 3 years.

□ Meeting Notices, Participation Rosters for Meetings, and Meeting Minutes -
Representative samples of program meeting notices, participant rosters, and meeting
minutes. Include the following documents:

a. Advisory Committees
b. Field experiments, Fairs, other
c. Exhibitions
d. Volunteer Training Events
e. Public Events

4. Documentation and Reporting Files

□ Training Plan and Records - All Training documentation and training plans for faculty, 
staff, and volunteers around civil rights and AAMU’s commitment to diversity must be 
documented. It’s important to include the date and names of participants in 
training. Include the following training documents: Civil Rights training schedule and 
topics to be addressed for the next year. (This may be a formal schedule, or copies of 
minutes from meetings that include discussion of the schedule.) 

□ Position Descriptions - All new position descriptions have been reviewed to make sure
they include civil rights and diversity language.

□ Reports, Impact Statements, Success Stories - AAMU Research faculty and program
delivery staff report outcomes related to efforts outlined in the AAMU civil rights plan
through a survey questionnaire that allows them to document impact statements and
success stories that have occurred.

□ Affirmative Action Practices - Make sure all faculty, staff, and volunteers are aware of
AAMU's affirmative action policies and where they are located on the website and that
faculty and staff have the website bookmarked.

□
Complaint Procedures - Faculty, staff, and volunteers know and understand the procedure 
to follow for grievances and complaints related to civil rights compliance.  Faculty, staff, 
and volunteers know AAMU's procedure for filing employment discrimination and sexual 
harassment complaints. Contact the Office of Human Resources at 256-372-5835.

AAMU Annual Civil Rights Review  Checklist and Filing Guide 
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Alabama A& M University Research and Experiment Station is an equal opportunity provider and employer 

Written Notification Letter 

Dear 

The Civil Rights Act of 1964 states in part: “No person in the United States shall, on the ground of race, color, or 

national origin, be excluded from participation in, be denied the benefits of, or be subjected to discrimination 

under any program or activity receiving federal financial assistance.” 

The Educational Amendments of 1972 states in part: “No person in the United States shall, on the basis of sex, be 

excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program 

or activity receiving federal financial assistance.” 

The Age Discrimination Act of 1975 states in part: “No person in the United States shall, on the basis of age, 

be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any 

program or activity receiving federal financial assistance.” 

The Americans with Disabilities Act of 1990 gives civil rights protection to individuals with disabilities. ADA 

generates equal opportunity to individuals with disabilities in employment, public accommodations, 

transportation, state and local government services and telecommunications. 

AAMU Research Experiment Station is funded from federal, state, and county funds; and, therefore, is subject to 

the provisions, rules, and regulations of this legislation. 

The AAMU Affirmative Action Plan states that the AAMU Research Experiment Station cannot provide significant 

assistance to any organization that excludes any person from membership or participation because of race, color, 

religion, national origin, sex, age, or disability.  It further states that the AAMU Research Experiment Station 

staff must have a letter on file from groups or organizations to which they provide significant assistance 

certifying that discriminatory practices are not followed. 

For our records, would you sign the certification statement at the bottom of this letter and return this letter to us.  

We have enjoyed our continued working relationship with your group and look forward to working with you 

in the future. 

Sincerely, 

James O. Bukenya, Ph.D., CCEP
Director, Office of Research Compliance/Civil Rights Coordinator

This is to certify that  does not exclude any person from membership or participation 

because of race, color, religion, national origin, sex, age, or disability. 

(NAME)    ___________________ 

(TITLE)    

(DATE)Signiture
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External Advisory Board 

By federal law, new advisory committee members should be selected on a nondiscriminatory 
basis without regard to “race, color, religion, sex, age, national origin, sexual orientation, gender 
identity or expression, disability, or veteran status.” 

Unit/Department:

Name and Affiliation Race Ethnicity Gender

1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 

Submitted by Tittle Date 

Return/send completed form to: 
  Director, Office of Research Compliance and Civil Rights Coordinator
 James Dawson Building, Room 316K; Phone: 256-372-5729. 
 Email: research.compliance@aamu.edu 
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 OUTREACH PLAN: CIVIL RIGHTS

GOAL: The goal of the outreach plan is to increase the compositional diversity of the advisory board members by increase the 
participation of female members. 

Strategies Guiding Questions for Team Leaders Planned Actions Activities

Strategy 1: Develop 
alternative methods 
for engagement.  

 Do you have non-traditional methods of
outreach to get people (women) involved
in activities organized by your program?
 Do you offer multiple ways for

contributing input and feedback from
stakeholders?

We will provide opportunities for social 
interaction and relationship building 
(targeting women), and offer 
opportunities for community members 
(focusing on women) to pick interest in 
our programs and give feedback. 

 Increased awareness of ongoing efforts to
gain input
 Attend community driven events and

activities.
 Going to places where people already

gather
 Attend community driven events and

activities.

Strategy 2: Maintain 
a presence within 
the community.  

 Are there community driven events that
your Department/unit can participate in
and that people (especially women) will
already be gathering for?
 Do community members see you out,

regularly, in the community?

We will increase our attendance at 
community driven events and activities, 
and establish places in the community 
that people (especially women) can 
have sustained, informal interactions 
with our staff and students. 

 Increased awareness of ongoing efforts to
gain input
 Attend community driven events and

activities.
 Going to places where people already

gather
 Attend community driven events/activities.

Strategy 3: Partner 
with diverse 
organizations and 
agencies.  

 Are there organizations that currently have
relationships with your target populations
(women) that you can connect with
(remember to consider power dynamics)?
 Have any agencies or organizations

successfully implemented similar
programs or initiatives (perhaps on a
smaller scale or in another community)
that you can solicit advice from?

We will connect with local and regional 
organizations, such as Women in 
Agriculture, who are already culturally 
tied to the target community or are 
currently providing services to our 
clients; and create a network of services 
and collaborations.

Target organizations such as: 
 Farm organizations such as ALFA.
 Chambers of Commerce
 Research Institutes such as the Hudson

Alpha Institute for Biotechnology, HSV, AL.
 Ag. Professional Organization
 Industry partners, etc.

Strategy 4: 
Developing an 
ongoing recruitment 
plan targeting 
female candidates. 

 Do you have a Department recruitment
committee in place?
What communication modes are you

using for recruitment?

We will develop ongoing information 
sharing to maintain community 
relationships and build trust in the 
process, especially if culturally 
appropriate communication methods 
such as web-based, are used.  

Web–based communications, for example,
may exclude stakeholder groups without
regular access to the Internet, and should
be supplemented by other methods for
greater reach across groups.

Page 24 of 125



Components of the Individualized Student Development Plan 

  S  De velopment Plan

Background 
Information Form

Annual
Planning Form

Mid-Year 
Progress Report

Year-End 
Progress Report

Summer 
Progress Report

Completed by the student for 
gathering background and 

contact information

Completed by the student and approved 
by advisor and the Program 

Implementation Committee (PIC) mentor 
at the start of the academic year to plan 

student education and research activities.

Completed by the student and 
approved by advisor and the PIC 
mentor at mid-year to document 

accomplishments, challenges, and 
needs by mid-year (report will 

cover fall semester).

Completed by the student and approved by 
advisor and PIC mentor at year-end to 

document accomplishments, challenges, 
and needs by year-end (report will cover 

spring semester).

Completed by the student and 
approved by a faculty advisor 
and PIC mentor at the end of 

the summer (report will cover 
summer experience).

51 432
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Source: Adapted from Florida State University. 

STEP 1: Background Information and Self-Assessment 

Student Name:      A#:    Classification: 

Program of Study: m : 

Program Mentor: 

Self-assessment. 

Take some time to assess your skills. The goals you will include in your Individual Development Plan 
(IDP) are based on the strengths and areas needing improvement you identify, together with the 
milestone activities that mark successful progress through your program (e.g., preparing for graduate 
school), plus any other specific skills and knowledge needed to prepare for your career. The suggested 
assessment items listed below are intended to cover basic/common skill areas across a broad range of 
fields. Make sure you tailor the list to meet your own assessment needs by adding items, such 
as discipline- or career-specific skills that you become aware of after discussions with your 
mentors or others. 

How proficient do you think you are in the following areas? 

COMPETENCY: COMMUNICATION 

1=Needs improvement         5=Highly proficient 1 2 3 4 5 N/A 
Writing for a general audience 
Writing for a discipline-specific audience 
Oral presentation for a general audience 
Oral presentation for a discipline-specific audience 
Social media communication and etiquette 
Email communication and etiquette 
Connecting with mentors 
Ability to receive constructive feedback 
Ability to give constructive feedback 
Networking inside your academic program 
Networking outside your academic program 
Other: 
Notes (Feel free to expand on anything): 
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COMPETENCY: PROFESSIONALISM  
(Leadership, scholarly integrity, transferable skills) 

1=Needs improvement     5=Highly proficient 1 2 3 4 5 N/A 
Respecting contributions of others 
Demonstrating cultural competence 
Working with diverse groups/teams 
Avoiding conflicts of interest 
Demonstrating responsible academic and professional conduct 
Demonstrating skills useful in diverse academic and professional settings 
Motivating others 
Managing projects and time 
Assuming leadership positions 
Participating in service opportunities 
Other: 
Notes (Feel free to expand on anything): 

COMPETENCY: CAREER DEVELOPMENT 

1=Needs improvement     5=Highly proficient 1 2 3 4 5 N/A 
CV/Résumé building 
Establishing career goals 
Awareness of career opportunities in your field 
Awareness of career-oriented graduate certificates 
Attending career-oriented professional development workshops 
Exploring career-focused academic certificates 
Awareness of the different minors within CALNS, and how you 
can use a minor to help your career development  
Know  where to go for help on financial aid, housing, etc. 
Other: 
Notes (Feel free to expand on anything): 
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STEP 2: Annual Planning 

What are your current responsibilities or requirements? 

What are your career goals? 

As part of the assessment process, and in preparation for creating a truly individualized IDP, ask yourself 
some questions related to your current responsibilities/requirements and career goals. Doing so will lead 
you to actions or goals to incorporate into your plan. Focus on developing skills that will lead to your 
success in your current position and beyond.  

Future Position 

What type of work would you like to do?  
What is important to you in your future career?  
What competencies are required for your chosen career?  
How well do your current skills match the competencies required for your chosen career?  
What are your short-term goals related to career exploration? (Examples: Learn how to write scientific 
Papers; conduct informational interviews; find out where graduates in my field are working/finding 
careers…)  
How will you develop contacts—a network—related to your academic and career exploration goals?  

Currently 

What are the requirements and responsibilities you must meet during the next year? Two years?  
What are the technical skills or discipline-specific knowledge that you need to develop?  
What scholarly activities would you like to accomplish or work toward during the next year? Two years? 
(Examples: Join a professional organization, present at a conference, co-author a paper?)  

Write your Individual Development Plan (IDP) 

Some important things to remember in writing your IDP: 
It is a living document that will and should be updated and changed as often as necessary.

The goals should be Specific, Measurable, Attainable, Relevant, and Time-limited1. 
A specific goal will usually answer the five "W" questions: 

What: What do I want to accomplish?  
Why: Specific reasons, purpose or benefits of accomplishing the goal 
Who: Who is involved?  
Where: Identify a location  
Which: Identify requirements and constraints  

A measurable goal will usually answer questions such as: 
How much? / How many? / How will I know when it is accomplished? 

An attainable goal will usually answer the question:  
How: How can the goal be accomplished? 

1 Meyer, Paul J (2003). "What would you do if you knew you couldn’t fail? Creating S.M.A.R.T. Goals". Attitude Is Everything: If ou 
ant to ucceed bove and eyond. Meyer Resource Group, Incorporated.  
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A relevant goal can answer yes to these questions: 
Does this seem worthwhile?  
Is this the right time? / Am I the right person? 
Does this match my/our other efforts/needs?  

A time-limited goal will usually answer the questions: 
When? / What can I do six months from now? / What can I do six weeks from now? 
What can I do today?  

Define approaches and strategies (column 2), and include a timeframe for beginning and completing
the actions you have outlined (column 3). 
Make sure to have an outcome statement that is clear enough to allow someone (including you) to
know whether you have met your goal (column 4) 

GOALS 

1. Communication Goals

Goals/skills to be learned Approaches or strategies2  Timeframe Outcomes3

Example: Initiate mentoring 
relationships.  

Interact with academic program 
faculty and graduate students 
further along in the program. 
Attend mentoring 
workshop/seminar.  

Academic year, 
2020-2021  

Established mentoring 
relationships  

2 Think about the resources, experiences, and/or activities you will need to help you accomplish your goal.  
3 Think about what you will see, do or be when you accomplish this goal. How will you reach it? If it is difficult to say, you need to 
reframe the goal to be more concrete, specific and actionable.  
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2. Professionalism Goals (Leadership, scholarly integrity, transferable skills)

Objectives/skills to be learned Approaches or strategies Timeframe Outcomes 
Example: Receive training in 
professional research/creative ethics. 

Enroll in Responsible 
Conduct of 
Research/Creative 
Endeavors Course (RCRC). 

Spring 2021 Demonstrate ability to 
identify the nine core 
areas of RCRC. 
Complete the RCRC 
Post-test with 80% 
rate of accuracy  

3. Career Development Goals
Objectives/skills to be learned Approaches & strategies Timeframe Outcomes 
Example: Create a Curriculum Vitae 
(CV).  

Attend a CV workshop. Meet 
with a Career Center advisor 
to critique CV. Make 
revisions as needed.  

2020-2021 
academic year 

A professional CV 
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Due at the end of 
the Fall Semester. 

Due at the end of 
the Spring Semester. 

Due at the end of 
the summer. 

Step 3: 

Step 4: 

Step 5: 

Discuss with your mentor/advisor. 

The purpose of discussing the results of your skills assessment and your career goals and interests with 
your mentor is to help you identify areas needing improvement. By helping you compare current skills 
and strengths with those needed to achieve your career objectives, your mentor can be an important ally. 
In addition to discussing your plan with your primary mentor, you should also be creative when you 
approach others for advice. You can receive useful feedback from multiple people with a broad range 
of experiences and perspectives, including friends, family, staff, and faculty other than your primary 
mentor.  

Implement your plan (IDP). 

Put your plan into action and seek support you may need to remain on track. Remember that you should 
be flexible and modify your IDP if your goals or circumstances change. Refer to your IDP often and 
add your IDP deadlines to your calendar to integrate them with deadlines for other work and personal 
events.  

Review and revise your IDP. 

Review your IDP with your mentor on a regular basis (on a schedule decided upon together) and 
revise/update. At a minimum, you should revisit and discuss your IDP with your mentor annually.  

IDP Approval:     Date:  Date:  
      Student’s Signature           Mentor’s Signature 

Steps 3 through 5: Progress Reports 

Mid-year 
progress 

report

To be reviewed and approved by the
mentor and a copy submitted to the PIC
for review.

Year-end 
progress 

report

To be reviewed and approved by the
mentor and a copy submitted to the PIC
for review.

Summer 
progress 

report

To be reviewed and approved by the
mentor and a copy submitted to the PIC
for review.
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Inclusive Excellence at the AAMU College of Agricultural, Life and Natural 
Sciences (CALNS): Recruitment and Retention Evaluation Rubric 

Access and Success 

Goal: Achieve a more diverse and inclusive graduate student body. 

Objective 1:  To achieve increased enrollments of underrepresented graduate student populations. 

Goal Initiative with 
timeline 

Completed action items Metrics (baseline 
and current) 

Person 
Responsible 

Expenditures (note if 
using State funding) 

Objective 2:  To increase the academic success of historically underrepresented/underserved populations. 

Goal Initiative with 
timeline 

Completed action items Metrics (baseline 
and current) 

Person 
Responsible 

Expenditures (note if 
using State funding) 
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Objective 3: To increase the recruitment and retention of a diverse graduate and professional student community. 

Goal Initiative with 
timeline 

Completed action items Metrics (baseline 
and current) 

Person 
Responsible 

Expenditures (note if 
using State funding) 

Education and Scholarship 

Goal:  Engage students, faculty and staff in learning varied perspectives of domestic and international diversity, inclusion, and social 
justice. 

Objective 1: Offer courses, curricula, and learning opportunities at the graduate levels that achieve diversity and inclusion learning 
goals. 

Goal Initiative with 
timeline 

Completed action items Metrics (baseline 
and current) 

Person 
Responsible 

Expenditures (note if 
using State funding) 
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Objective 2: Increase the multicultural competencies and capacities of faculty and staff. 
 
Goal Initiative with 

timeline 
Completed action items Metrics (baseline 

and current) 
Person 
Responsible  

Expenditures (note if 
using State funding) 

  
 

    

  
 

    

  
 

    

 
 
Institutional Infrastructure 
 

Goal:  Create and sustain an institutional infrastructure that effectively supports progress in achieving diversity goals in the University 
Strategic Plan. 

 
Objective 1: Sustain and increase university-wide efforts designed to amplify the potential to secure gifts, grants, and opportunities 
to advance the goals outlined in this framework. 

 
Goal Initiative with 

timeline 
Completed action items Metrics (baseline 

and current) 
Person 
Responsible  

Expenditures (note if 
using State funding) 
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Community Engagement  

Goal:  Leverage the University’s mission as a state-wide system of institutions to improve outcomes and reduce disparities for 
historically underrepresented and underserved populations in Alabama and in global outreach efforts. 

Objective 1: Increase outreach to historically and underserved/diverse populations throughout Alabama 

Goal Initiative with 
timeline 

Completed action items Metrics (baseline 
and current) 

Person 
Responsible 

Expenditures (note if 
using State funding) 

Objective 2: Provide leadership in inclusion, diversity, and equity throughout state  

Goal Initiative with 
timeline 

Completed action items Metrics (baseline 
and current) 

Person 
Responsible 

Expenditures (note if 
using State funding) 

Note: Your unit may not necessarily have projects listed in every category above. 
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Language Access Plan for Limited English Proficiency Persons 
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Lastly, CALNS utilized Census 2000 Special Tabulation 194 and Table 2, 
Summary Social, Economic, and Housing Characteristics. Based on this data,
Alabama meets the 1,000 LEP person threshold for Spanish or Spanish Creole 
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speaking LEP persons, other Indo European language speaking LEP persons, 
and Asian and Pacific Island language speaking LEP persons (see table); 
however, as the latter two are comprised of several hundred related languages 
and dialects, it does not appear any one of these would meet the threshold. 
Additionally, three counties have LEP populations exceeding the 1,000-persons
threshold (Jefferson, Madison, and Mobile Counties).
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Limited English Proficiency Policy 

Situation  
On August 11, 2000, the President signed Executive Order 13166, "Improving Access to Services for 
Persons with Limited English Proficiency." The Executive Order requires Federal agencies to 
examine the services they provide, identify any need for services to those with limited English 
proficiency (LEP), and develop and implement a system to provide those services so LEP persons 
can have meaningful access to them. It is expected that agency plans will provide for such 
meaningful access consistent with, and without unduly burdening, the fundamental mission of the 
agency.   

Alabama A&M University Research Experiment Station is a recipient of USDA federal funding and 
therefore is obligated to take reasonable steps to ensure that those with Limited English Proficiency 
[LEP] have meaningful access to the programs, services and information provided by our programs. 
The U.S. Census estimates that Foreign-Born Population in Alabama is 162,248 (3.6%) with an 
estimated LEP share of 45.6%, while the U.S. Born Population in Alabama is 4,414,409 with an LEP 
share of 0.5%. According to this data, approximately 96,057 individuals or 2% of the Alabama 
population, both foreign and U.S. born, are considered Limited English Proficient. Persons who, as a 
result of national origin, do not speak English as their primary language and who have limited ability 
to speak, read, write, or understand English may be entitled to language assistance under Title VI to 
receive a particular service, benefit, or encounter. 

AAMU Research Experiment Station Guidelines  
Limited English proficiency may limit participation in AAMU Research Experiment Station’s 
programs. Reasonable efforts will be made in identifying LEP persons who require language 
assistance. The following four-factor analysis will serve as the guide for determining which 
language assistance measures CALNS will undertake to guarantee access to the Research 
Experiment Station’s programs by LEP persons:  

The number or proportion of LEP persons eligible to be served or likely to be encountered by
the program or grantee/recipient,
The frequency with which LEP individuals come into contact with the program,
The nature and importance of the program, activity, or service provided by the program to
people’s lives,
The resources available to the recipient and costs.

Detailed LEP guidance can be found at: https://nifa.usda.gov/resource/limited-english-proficiency  
and https://www.lep.gov/guidance/guidance_Fed_Guidance.html#USDA.   
Any reasonable efforts made in the above regard should be documented.  
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LIMITED ENGLISH PROFICIENCY (LEP) 
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CALNS INTERNAL RESEARCH PROGRAM POLICIES 

Page 44 of 125



Guidelines for Physical Space Allocation
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Start-Up Funding
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Seed Grant Policy 
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EVANS-ALLEN GRANT PROGRAM

Sample
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Key Personnel Roles
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Distribution and Use of McIntire Stennis Funds 
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Proposal Submission Guidelines for Seed Grants 

: 
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A Research Proposal Format
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Proposal Outline
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Guidelines for Publication of Research Data 
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Publication Approval Form 

 (Copies for Research Director, Editor’s Office and Author) 

Title: 

Author(s): 

Proposed place of publication: 
(Please indicate whether refereed or non-refereed publication) 

Local AAMU 
Project No. Agency 

Journal Paper 
No. 

Publication costs:  
Since many journals are now charging a per page printing cost in addition to a reprint charge, it is 
important that the author check his/her paper carefully to eliminate redundancy and prune out 
nonessential words, phrases, and sentences. 

If the journal charges a printing cost, please estimate this cost for your paper:  
Will your research funds cover this cost?  Yes ____  No _____. 

Free pages, if any 
Price per page for 

overrun Cost for Illustrations 
Estimated number of printed pages of article Reprint: No. desired  Estimated Cost 

The author should be familiar with the style of the journal to which he/she is submitting his/her 
paper and follow its style on bibliographical citations, abbreviations, and form of setting up the 
manuscript. 

Approvals: 
Department Approval: Date 

Editorial Approval: Date 
Research Director Approval: Date 

Papers should not be submitted to journal by authors until approval has been granted. 

The following statement should be listed at the end of all refereed publications:   
Department of _________________________, Alabama A&M University, Normal, AL 35762. 
Contributed by the Agricultural Experiment Station, Alabama A&M University,  
Journal No. J2019 000 .  Research supported by (List grant number and agency)  
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   Research Support Staff Distribution 
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Graduate Assistantship Award Guidelines

Page 62 of 125



Page 63 of 125



Page 64 of 125



Page 65 of 125



Page 66 of 125



Page 67 of 125



1 

Due by the Friday after Course Grade Submission Day 

Graduate Research Assistant (GRA) 
Performance Evaluation 

Semester: Year: 

GRA: 

Supervisor: 

Department:    Degree Sought:    # of Years in Program: 

Total Credits Earned Towards Degree: Current GPA:  

  Thesis/Dissertation Topic: 

GRA has identified a research interest  Yes No 
GRA has submitted program of study  Yes No 
GRA has completed the required CITI training modules Yes No 
GRA has completed the thesis/dissertation proposal  Yes No 
GRA has presented proposal to guidance committee  Yes No 
GRA has removed all required deficiencies  Yes No 
GRA has completed 20 hours of course work  Yes No 
GRA has completed the oral examination Yes No 
GRA puts significant amount of time into his/her research work Yes No 
GRA works off campus or has another job Yes No 
GRA presents data at conferences or professional society meeting Yes No 
GRA attends departmental seminar  Yes No 
GRA performs other duties assigned by supervisor Yes No 
GRA shows professional attitude Yes No 
GRA demonstrate ethical behavior in research  Yes No 
GRA is respectful of authority  Yes No 

Overall, how would you rate the quality of the GRA’s performance this evaluation period? Justify your 
rating below. 

Poor Fair Good Very Good Excellent 

Justification: 

Would you hire this student as a GRA again?

Yes No 

1 2 3 4 5 6 7 8 9 10 
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Graduate school is an intellectual apprenticeship during which students hone their craft and develop their skills 
under the supportive guidance of senior scholars.  Please use this opportunity to provide the student with 
formative feedback on their scholarly development.  You may consider any of the following skills and more: 
project management; time management; argument creation; literature reviewing; data gathering; dataset 
management; data analyses; written communication; oral communication; etc.

Use the following operational definitions for the rubric ratings below: 
• novice: requires much help/guidance; struggles to produce acceptable work; makes regular errors
• developing: requires modest help/guidance; regularly produces acceptable work with occasional errors
• competent: requires minimal help/guidance; nearly always produces acceptable work with no errors
• masterful: independently produces high-quality work in a consistent manner

A. Which, if any, of the student’s skills would you rate as “novice” or “developing?” 

B. Which, if any, of the student’s skills would you rate as “competent?” 

C. Which, if any, of the student’s skills would you rate as “masterful?” 

_________________________ _____________________________________________ 
Research Supervisor's Signature Date 

_________________________ ____________________________________________ 
GRA's Signature* Date 

*Although my signature does not necessarily indicate concurrence, I have read this evaluation and discussed it with
my research supervisor. 

____________________________________________ 
Department Chair's Signature                                             Date

________________________ 
Dean/1890 Research Director's Signature 

________
Date 

Page 69 of 125



1

Advisory Board and Program Committee Structures 

 The External Advisory Committee advises the 1890 Research Director and his/her staff on
statewide programmatic issues.

 The Program Advisory Committees advise each of the CALNS Departments within the scope
of their specific program area (Food and Animal Sciences, Biological and Environmental
Sciences, Community and Regional Planning, and Family and Consumer Sciences).

CALNS External Advisory Board 

The Board should include a wide variety of members who represent the diversity of: 
 geography
 age, including youth
 race and ethnicity
 gender
 socio-economic status
 program area (food and animal sciences, biological and environmental sciences, community and

regional planning, and family and consumer sciences)
 political affiliation and perspective
 membership characteristics identified locally (i.e., representation from specific partners)

By federal law, new advisory committee members should be selected on a nondiscriminatory basis 
without regard to “race, color, religion, sex, age, national origin, sexual orientation, gender identity 
or expression, disability, or veteran status.”  

Additional Recommendations from the National Institute of Food and Agriculture (NIFA) for 
Advisory Committees, Boards and other Relevant Committees  
 Internal and external advisory boards and committees are diverse, and/or are representative of

the population of the county in relation to geographic areas being served.
 Plans to solicit diverse nominations for committees and advisory boards are established.
 Selection and appointment processes are used to staff local committees and advisory boards.
 Determine whether any qualifying mandatory or discretionary membership criteria are imposed

and their impact on diversity.
 Identify each existing committee/board by race, ethnicity and gender.
 Determine the percentage of county population by location and race, ethnicity and gender in the

identified geographic areas.
 Determine needed changes in the organizational structure and planning procedures to assure

representation of minorities on the committees and boards.
 Provide copy of policy and procedures to solicit diverse nominations for committees and

advisory boards.
 Provide a copy of the selection and appointment process used to staff committees/boards.
 Copy of any procedures that affect planning and advisory committee membership.
 Provide list of advisory committees/boards by race, ethnicity and gender.
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Membership 
 The committee should consist of 5 to 10 members who can provide energetic and progressive

assistance to the program.
 The committee should make provisions to replace its members on a rotational plan.
 Members may serve no more than two consecutive terms or a total of six consecutive years.
 Approximately one-fourth to one-third of the membership should change annually.
 Potential members to consider are representatives of agricultural producers, agribusiness, social

service agencies, government agencies, limited-resource audiences, youth organizations, civic
organizations, faith organizations, businesses, financial institutions, health organizations,
foundations, educational institutions, media, public officials including county commissioners or
their representatives, and other important groups in the community. Potential members should
have expertise and abilities that will contribute to the function of the committee and have
personal connection to strategic segments of the program stakeholders.

 The committee should include a chair, vice-chair, and secretary elected by the members for a
term not to exceed two years each.

Meetings  
The program advisory committee will meet a minimum of two times per year, but preferably four 
times per year.  
 One meeting should be held before developing the program plan of work that is based on current

stakeholder needs.
 One meeting should be held before developing the program budget request that ultimately

supports sufficient staffing, adequate facilities, communication infrastructure, office equipment,
and other office or program development needs.

 Additional meetings may be called when necessary by the Department Chair and the chair of the
program advisory committee.

CALNS External Program/Department Committees 

External Program/Department Committees assist Department Chairs in identifying the needs and 
opportunities of present and potential clientele. The identified needs and opportunities serve as a 
basis to develop research and educational programs. The program committees also help prioritize 
programming opportunities and assist Chairs in establishing program direction.  

It is highly recommended that membership on a CALNS program committee: 
 Represents and reflects both present and potential areas of program emphasis.
 Gives special attention to representation of the specific program area in the broadest sense to

reflect the diversity of the community.
 Makes provisions for replacing its members. Members shall serve no more than two consecutive

terms or three consecutive years. Approximately one-fourth to one-third of the membership
should change annually.

 Consists of 5 to 10 members.
 Recommends individuals who can provide the most energetic and progressive assistance to the

specific program.
 Represents the various interests and needs within the specific program area. This includes a

proper balance in age, income levels, men and women, geographic distribution, under-served
populations, and minorities.

 Includes chair, vice-chair and secretary elected by the members for a term not to exceed 2-years.
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CALNS External Program/Department Advisory Committee Member Position Description 

Members of program advisory committees must be willing to commit time to attend meetings and 
assist with committee projects, share their expertise, provide their opinions, and work for the 
betterment of the program area and all of CALNS. Skills needed by effective advisory committee 
members include: listening, speaking, giving feedback, having trust, sharing openly, influencing 
others, understanding productivity, and problem solving.  
 Participate actively in all program committee meetings
 Understand the bylaws governing committee operation
 Accept leadership roles when appropriate
 Support all program committee decisions
 Be fully informed of the functions and other requirements of a program committee member

before their appointment
 Help program staff address the needs in more specialized subject matter such as food and animal

sciences, biological and environmental sciences, community and regional planning, and family
and consumer sciences, etc.

 Help program staff conduct needs assessments, set goals and objectives, plan appropriate tasks
to effectively implement programs and evaluate programs developed to meet the needs and
problems of clientele

 Support programs by communicating with appropriate clientele and the public
 Help with marketing Departmental programming
 Provide feedback on staff performance when requested
 Recommend priorities to the CALNS advisory committee.

CALNS Internal Research Advisory Committee 
The Research Advisory Committee works with Strategic Research Area leaders to identify research 
opportunities, to develop plans for research proposals for contracts and grants, and to measure and 
monitor progress and performance of the strategic research areas. The committee advises on 
research matters such as reviewing the process for distribution of formula funds, advising on 
funding issues for new principal investigators, and advising on strategies to enhance the visibility, 
stature, and strength of the College. 

Membership 
 The committee should consist of 5 to 10 research faculty members who can provide energetic

and progressive assistance to the program.
 Potential members to consider are faculty representatives from all CALNS

Programs/Departments.
 There should be at least one member from each program involved in research in the College.
 The committee should make provisions to replace its members on a rotational plan.
 Members may serve no more than two consecutive terms or a total of six consecutive years.
 Approximately one-fourth to one-third of the membership should change annually.
 The committee should include a chair, vice-chair, and secretary elected by the members for a

term not to exceed two years each.

WTARS Research Committee 
The committee advises on research matters at the Winfred Thomas Agricultural Research Station 
(WTARS), such as developing policies for requesting space for green house, controlled 
environments, research plots, and advising on strategies to enhance the visibility, stature, and 

Page 72 of 125



2

strength of WTARS. 

Membership  
 The committee should consist of 5 to 10 research faculty members who can provide energetic

and progressive assistance to WTAR. 
 Potential members to consider are faculty representatives from all CALNS

Programs/Departments. 
 There should be at least one member from each program involved in research at the experiment

station. 
 The committee should make provisions to replace its members on a rotational plan.
 Members may serve no more than two consecutive terms or a total of six consecutive years.
 Approximately one-fourth to one-third of the membership should change annually.
 The committee should include a chair, vice-chair, and secretary elected by the members for a

term not to exceed two years each.

Ad hoc, Issues, and Specialized Committees IO STATE UNIVERSITY EXTENSION  
CALNS programs have a variety of individual needs that can greatly benefit from assistance by ad 
hoc or special issues committees. Ad hoc committees should be initiated to work on such tasks as 
volunteer and staff recognition, special programs, or member and officer nominations.  

Scholarship Committees 
The Scholarship Committees oversee the process for awarding academic and performance 
scholarships at the college, departmental, or program levels. The committees develop and 
implements guidelines for the awarding of scholarships, conduct evaluations to facilitate the 
development of guidelines, review and evaluate academic and performance scholarships that are 
administered by the College and or department and modify them as needed, select the recipients of 
certain College-level academic scholarships, and hear appeals concerning the withdrawal of 
scholarships. 

Membership: The committee consists of at least one-faculty members from each Department, 
one student and a staff member from the college.   
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GENERAL AAMU CIVIL RIGHTS POLICIES 
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TITLE VI STATEMENT OF POLICY 
As a recipient of Federal funding, Alabama A&M University Research Experiment Station housed under the 
College of Agricultural, Life and Natural Sciences (CALNS) is required to comply with Title VI of the Civil 
Rights Act of 1964 as amended. Title VI of the Civil Rights Act of 1964 requires that no person in the United 
States, on the grounds of race, color, or national origin be excluded from, be denied the benefits of, or be 
subjected to discrimination, under any program or activity receiving federal financial assistance. 
Presidential Executive Order 12898 addresses environmental justice in minority and low-income 
populations. Presidential Executive Order 131166 addresses services to those individuals with Limited 
English Proficiency (LEP). The rights of women, the elderly, and disabled are protected under related 
statutes. These Presidential Executive Orders and the related statutes fall under the umbrella of Title VI. 

CALNS is committed to enforcing the provisions of Title VI and protecting the rights and opportunities of all 
persons associated with CALNS or affected by its programs. Alabama A&M University’s commitment 
includes vigorously enforcing all applicable laws and regulations that affect CALNS and those 
organizations, both public and private which participate and benefit through our programs. 

CALNS will take positive and realistic affirmative steps to ensure that all persons and/or groups wishing to 
participate in its programs are given an equal and equitable chance to participate. CALNS sub-recipients 
and contractors are required to prevent discrimination and ensure nondiscrimination in all of their programs, 
activities, and services. 

The Director of 1890 Research Programs is responsible for providing leadership, direction, and policy to 
ensure compliance with Title VI of the 1964 Civil Rights Act for the CALNS’ research and education 
programs. Any person(s) or firm(s) who feels that they have been discriminated against is encouraged to 
report such violations to: 

James O. Bukenya, Ph.D., CCEP. 
Director, Office of Research Compliance and Civil Rights Coordinator 
Alabama A&M University  
316K James Dawson Building 
Normal, AL 35762 

256.372.5729 (o) 
256.372.8645 (f) 
research.compliance@aamu.edu 
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COMPLAINT PROCEDURE 

This document outlines the Title VI complaint procedures related to providing programs, services, and 
benefit. However, it does not deny complainant the right to file formal complaints with the USDA-NIFA’s 
Office of Equal Opportunity and Civil Rights, or any other State and Federal Agencies to seek private 
counsel for complaints alleging discrimination, intimidation or retaliation of any kind that is prohibited by 
law. 

Title VI of the Civil Rights Act of 1964 requires that no person in the United States, on the grounds of race, 
color, or national origins be excluded from, be denied the benefits of, or be subjected to discrimination, 
under any program or activity receiving federal financial assistance. 

PROCEDURE 
1. Any person who believes that they have been subject to discrimination may file a written complaint

with the AAMU-CALNS Civil Rights Coordinator. Federal and State law requires complaints be filed
within one-hundred eighty (180) calendar days of the last alleged incident.

2. The complainant may fill out the complaint form online or request the complaint form from the
CIVIL Rights Coordinator’s Office. The complainant may also submit a written statement that
contains all of the information identified in Section 3 (a) through (g) below.

3. The complaint will include the following information:
a. Name, address, and telephone number of the complainant.
b. The basis of the complaint; i.e., race, color, national origin, sex, elderly or disabled.
c. The date or dates on which the alleged discriminatory event occurred.
d. The nature of the incident that led the complainant to feel discrimination was a factor.
e. Name, address, and telephone number of persons who may have knowledge of the event.
f. Other agencies or courts where complaint may have been filed and a contact name.
g. Complainant’s signature and date.
h. If the complainant is unable to write a complaint/upload, the CALNS staff will assist the

complainant. If requested by complainant, CALNS will provide a language or sign
interpreter.

i. The complaint may be sent or faxed to the following address:
James O. Bukenya, Ph.D., CCEP. 
Director, Office of Research Compliance and Civil Rights Coordinator 
Alabama A&M University  
316 K James Dawson Building 
Normal, AL 35762 
256.372.5729 (o) 
256.372.8645 (f) 
research.compliance@aamu.edu 

j. A complainant may file a complaint directly with the US Department of Agriculture’s National
Institute of Food and Agriculture Office of Equal Opportunity and Civil Rights by completing a
Form AD-3027, USDA Program Discrimination Complaint Form, which can be obtained online
at https://www.ocio.usda.gov/document/ad-3027, from any USDA office, by calling (866) 632-
9992, or by writing a letter addressed to U.S. Department of Agriculture Office of the Assistant
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Secretary for Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410; or 
(2) Fax: (833) 256-1665 or (202) 690-7442; or (3) Email: program.intake@usda.gov. 

4. CALNS will begin an investigation within fifteen (15) working days of receipt of a complaint.
5. CALNS will contact the complainant in writing no later than thirty (30) working days after receipt of

complaint of additional information, if needed to investigate the complaint. If the complainant fails to
provide the requested information in a timely basis, CALNS will administratively close the
complaint.

6. CALNS will complete the investigation within ninety (90) days of receipt of the complaint. A written
investigation report will be prepared by the investigator. The report shall include a summary
description of the incident, findings, and recommendations for disposition.

7. The Director will review the report. A closing letter and exit interview will be provided to the
complainant. The respondent will also receive a copy of the closing letter. Each will have five (5)
working days from receipt of the report to respond. If either party responds negatively or has
additional information to provide, an informal meeting will be arranged by the Director of 1890
Research Programs. If neither party responds, the complaint will be closed.

8. The investigation report with recommendations and correction actions taken will be forwarded to
the appropriate University, state or federal agency, the complainant, and respondent.

9. CALNS will advise complainants of their appeal rights to the appropriate federal agency.

PUBLIC COMMENTS 

Fill out the Title VI Program Public Comment Form online 

NOTIFYING THE PUBLIC RIGHTS UNDER TITLE VI 

• CALNS operates its programs and services without regard to race, color, and national origin in
accordance with Title VI of the Civil Rights Act. Any person who believes she or he has been
aggrieved by any unlawful discriminatory practice under Title VI may file a complaint with CALNS.

• Notification of policies are posted in our Office, Research Buildings, Residence Halls, Conference
Rooms, and distributed via email.

• For more information on CALNS civil rights program, and the procedures to file a complaint visit
https://lsrfichewb.aamu.edu/Forms/calns-title-vi-complaint-form, or contact James Bukenya, Civil
Rights Coordinator: 256-372-5729, or visit our administrative office at Alabama A&M University
College of Agricultural, Life and Natural Sciences (CALNS), Dawson Building (3rd Floor) Room
316K, Normal, Alabama 35762.

• Inquiries or complaints related to Title VI may be sent in writing to Alabama A&M University
College of Agricultural, Life and Natural Sciences (CALNS) 316 K Dawson Building, Normal,
Alabama 35762.

• A complainant may file a complaint directly with the USDA-NIFA by filing a complaint with the
Office of Civil Rights, Attention: U.S. Department of Agriculture Office of the Assistant Secretary for
Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410; or (2) Fax: (833) 256-
1665 or (202) 690-7442; or (3) Email: program.intake@usda.gov.

• If information is needed in another language, contact CALNS at 256-372-5729.
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Procedure 6.10: Non-Discrimination and Anti-Harassment Policy 
Volume 6: Human Resources 
Managing Office: Office of Human Resources 
Effective Date: June 5, 2012  

I. PURPOSE 

Alabama A&M University is committed to providing a workplace and educational 
environment, programs, and activities free of discrimination and harassment.  This policy 
does not allow curtailment or censorship of constitutionally protected expression. This 
procedure applies to present and former employees of the University, students, applicants 
for admission or employment, and participants in University programs or activities (includes 
customers for services, vendors, contractors, and volunteers).  

II. POLICY STATEMENT

The University is committed to a work environment in which all individuals are treated with 
respect and dignity.  Therefore, discrimination or harassment based on age, race, gender, 
color, religion, national origin, disability, genetic information, sexual orientation, covered 
veteran status, or any other characteristics protected under state, federal, or local law will 
not be tolerated.  This policy applies to all applicants, employees, students, guests, vendors, 
and persons doing business with the University.   

III. POLICY

These policies specifically prohibit harassment, discrimination and retaliation whether 
engaged in by fellow employees, by a supervisor or manager or by someone not directly 
connected to the University. (e.g., an outside vendor or customer). Sexual harassment, which 
is one type of prohibited harassment, is defined as: 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct 
of a sexual nature when: 
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 Submission to such conduct is made a term or condition, either explicitly or implicitly,
of an individual’s employment;

Submission to or rejection of such conduct by an individual is used as a factor in
decisions affecting that individual’s employment; or

Such conduct has the purpose of effect of interfering with an individual’s work
performance or creates an intimidating, hostile, or offensive working environment.

Sexual harassment may include a range of subtle and not so subtle behaviors and may 
involve individuals of the same or different gender.  Examples of conduct prohibited by this 
policy include, but are not limited to: 

Unwelcome sexual flirtation, advances, or propositions;

Verbal comments related to an individual’s age, race, gender, color, religion, national
origin, disability, or sexual orientation;

Explicit or degrading verbal comments about another individual or his/her
appearance;

Commentary about an individual’s body, sexual prowess or sexual deficiencies;

Leering, catcalls or touching;

Insulting or obscene comments or gestures;

The display of sexually suggestive pictures or objects in any workplace location
including transmission or display via computer or cell phone (for example, emails or
texts);

Any sexually offensive or abusive physical conduct;

The taking of or the refusal to take any personnel action based on an employee’s
submission to or rejection of sexual overtures; and

Sexually suggestive cartoons or jokes, whether displayed in the workplace, written,
verbally stated, or exchanged via email, text messaging, instant messaging, or any
other form of communication.
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The taking of refusing to take any action on behalf of the University based on a
student’s submission to or rejection of sexual overtures.

Harassment on the basis of race, color, religion, national origin, age, disability, sexual 
orientation or citizenship status, or any other characteristic protected by law, is also strictly 
prohibited.  

Harassing conduct includes, but is not limited to:  epithets, slurs or negative stereotyping; 
threatening, intimidating, or hostile acts; denigrating jokes and display or circulation in the 
workplace of written or graphic material that denigrates or shows hostility or aversion 
toward an individual or group (including through e-mail or text messaging). 

The University strongly urges the reporting of all incidents of discrimination, harassment or 
retaliation, regardless of the offender’s identity or position within the institution. Early 
reporting and intervention have proven to be the most effective method of resolving actual 
or perceived incidents of harassment or discrimination. Individuals who believe they have 
experienced conduct that is contrary to the University’s policy, or who have concerns about 
such matters should report their complaints or concerns to their immediate supervisor or 
the Human Resources Director as soon as possible after the offending conduct occurs so that 
rapid and constructive action may be taken.  

The availability of this complaint procedure does not preclude individuals who believe they 
are being subjected to harassing conduct from promptly advising the offender that his or her 
behavior is unwelcome, and requesting that the conduct be discontinued immediately.  

Any reported incident will be investigated by the Director of Human Resources or his/her 
designee promptly, thoroughly and impartially.  Complaints and actions taken to resolve 
complaints will be handled as confidentially as possible, given the University’s obligations to 
investigate and act upon reports of such harassment.  Confidentiality will be maintained 
throughout the investigation of any complaint to the extent possible, while remaining 
consistent with the goal of conducting a thorough investigation and implementing corrective 
action, as appropriate. Appropriate actions will be taken by the University to stop and 
remedy any such conduct, including the possibility of interim measures being taken during a 
period of investigation. 

Retaliation or discrimination of any kind against an employee or student who makes a good 
faith report of a suspected incident of harassment or discrimination, or who cooperates in an 
investigation is prohibited.  However, if after investigating any complaint of unlawful 
discrimination, the University determines that an employee or student intentionally 
provided false information regarding a complaint and/or intentionally provided false 
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information during the investigation of a complaint, disciplinary action may be taken, up to 
and including termination in the case of an employee and reporting of such action to the 
judicial board in the case of a student.   

An employee who violates this policy or retaliates against an employee or student in any way 
will be subject to disciplinary action up to and including termination.   

IV. PROCEDURE

A complaint may be filed with the Office of Human Resources (HR) by any present or former 
employee of the University, student, applicant for admission or employment, or participant 
in a University program or activity, who believes (s)he has been discriminated against or 
harassed in violation of this Policy.  Any such complaint must be filed within 300 calendar 
days of the incident.  The Complaint Form can be found at: 
http://www.aamu.edu/administrativeoffices/hrservices/Documents/Complaint%20Form.p
df 
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Procedure 6.8: Americans with Disabilities Act (ADA) 
Volume 6 

Managing Office:  Office of Human Resources  

Effective Date:  September 16, 2011   

 

I. Purpose 

 The University committed to ensuring equal opportunity and access to all members of the campus community 

in accordance with Section 503/504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act 

of 1990 (ADA). The University prohibits discrimination against any employee or applicant on the basis of 

physical or mental disability, or perceived disability. The University will provide reasonable and appropriate 

accommodations to enable employees to participate in the life of the campus community. Individuals with 

disabilities are responsible for reporting and supplying documentation verifying their disability. Requests for 

accommodations must be initiated through the Office of Human Resources by submission of the ADA 

Accommodation Request Form that is posted on the Human Resources Website.  

 

II. Definition 

The ADA's protection applies primarily, but not exclusively, to "disabled" individuals. An individual is 

"disabled" if he or she meets at least any one of the following tests:  

a. He or she has a physical or mental impairment that substantially limits one or more of his/her major life 

activities; 

b. He or she has a record of such an impairment; or 

c. He or she is regarded as having such impairment. 

 

Employees with disabilities at the University are encouraged to confer with the Office of Human Resources to 

identify suitable accommodations and services after submission of the required ADA Accommodation Request 

Form. Any questions, difficulties, or concerns should be referred to the Office of Human Resources as soon as 

possible.  

 

III. Notification Requirements and Service Criteria 

a. Self-Disclosure: All employees seeking accommodation under section 504 of the Rehabilitation Act of 

1973 et seq. or the Americans with Disabilities Act must self-identify with the Office of Human 

Resources. For accommodations, a written requisition must be submitted to this Office. The form to 

request ADA Accommodations is posted on the Office of Human Resources Website.  

b. Documentation: It is the responsibility of employees to submit documentation of physical or learning 

disabilities from qualified and licensed medical or testing personnel. Expenses incurred in obtaining the 

professional verification are the individual's responsibility. The following documentation criteria and the 

ADA Accommodation Request Form should be used in forwarding assessments to the Office of Human 

Resources for disabilities verification: 

 

1. Physical, Sensory, and Health-Related Disabilities  
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a. Verification of the disabling condition must be obtained from a licensed health care professional

that is qualified and currently or recently associated with the individual.

b. The diagnosis must reflect the present level of functioning of the major life activity affected by

the disability.

2. Psychological Disorders or Attention Disorders

a. Verification of diagnosis and severity of disabling condition from a qualified professional (e.g.,

psychiatrist for ADD/ADHD, psychologist or psychiatrist for other psychological disorders).

b. A detailed description of how this impairment significantly limits a major life activity should be

provided.

3. Learning Disabilities

a. A professional qualified to diagnose a learning disability (e.g., a licensed psychologist, learning

disabilities specialist, neuropsychologist), must prepare the evaluation. Collaboration with

speech and language clinicians, reading specialists and other educational professionals may be

appropriate and necessary for a comprehensive assessment.

b. Results of a clinical interview with the individual and descriptions of testing procedures,

instruments used, test and sub-test results reported in standard scores should be included.

c. Evaluations must be comprehensive and include test results in the following areas, where

applicable; intelligence, reading, mathematics, spelling, written language, language processing

and cognitive processing skills. Testing should carefully examine areas of concern/weakness as

well as areas of strengths.

d. A clear diagnostic statement based on test results and personal history must be included.

e. An evaluation should be no more than three years old. This requirement may be waived if

deemed not medically necessary.

c. Employee Responsibilities: Employees with disabilities are obligated to utilize all adjustments and/or

accommodations properly and responsibly.

IV. Reasonable Accommodation

The University has adopted the following as established by the U.S. Equal Employment Opportunity 

Commission (EEOC): 

A qualified employee or applicant with a disability is an individual who, with or without reasonable 

accommodation, can perform the essential functions of the job in question. Reasonable accommodation may 

include, but is not limited to:  

a. Making existing facilities used by employees readily accessible to and usable by persons with

disabilities;

b. Job restructuring, modifying work schedules, reassignment to a vacant position; and

c. Acquiring or modifying equipment or devices, adjusting/modifying examinations, training

materials, or policies, and providing qualified readers or interpreters.

The University is required to make an accommodation for the known disability of a qualified applicant or 

employee if it would not impose an "undue hardship" on the operation of the University's business. Undue 

hardship is defined as an action requiring significant difficulty or expense when considered in light of factors 

such as an employer’s size, financial resources and the nature and structure of its operation. 

The University is not required to lower quality or production standards to make an accommodation, nor is it 

obligated to provide personal use items such as glasses or hearing aids.  
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The University will not ask job applicants about the existence, nature or severity of a disability.  Applicants may 

be asked about their ability to perform specific job functions.  A job offer may be conditioned on the results of a 

medical examination, but only if the examination is required for all entering employees in similar jobs.  Medical 

examinations of employees must be job related and consistent with the University’s business needs. 

Employees and applicants currently engaging in the illegal use of drugs are not covered by ADA, when the 

University acts on the basis of such use.  Tests for illegal drugs are not subject to the ADA’s restrictions on 

medical examinations. The University will hold illegal drug users to the same performance standards as other 

employees. 

V. Undue Hardship 

For the purposes of this document, The University applies the ADA definition of "undue hardship" as an action 

requiring significant difficulty or expense. Factors to be considered in determining undue hardship may include, 

but are not limited to:  

a. the cost of the accommodation required under ADA;

b. the financial resources of the facility involved in the provision of the reasonable accommodation;

c. the number of students and/or employees involved;

d. the financial impact on the facility;

e. the impact on the operation and geographic, physical, administrative, or fiscal relationship of the facility

in question.

VI. Provision of ADA Accommodations

If an employee is a qualified individual with a disability as required by the ADA, then the Director of Human 

Resources, or his/her designee, shall consult with the employee’s immediate supervisor to determine necessary 

reasonable accommodations, if any, that will be granted to the employee. The provision of an ADA 

accommodation shall be based on employee’s submission of required forms and documentation and 

consideration of the essential functions of his/her position as well as consideration of whether the 

accommodation will pose an undue hardship on the department.  

The Office of Human Resources shall send a written ADA Accommodation Plan to the employee and his/her 

immediate supervisor. Documentation regarding the ADA Accommodation request and the accommodation 

plan, if any, shall be retained in a separate confidential file in the Office of Human Resources. 

VII. Supervisors Responsibility Section

Supervisors are not authorized to unilaterally formulate or grant any form of an ADA Accommodation for any 

employee. All ADA Accommodation requests must be coordinated through the Office of Human Resources.  

Supervisors must work with the Office of Human Resources to discuss the nature of the proposed ADA 

Accommodation, if any, to determine whether the proposed accommodation is practicable and will not create an 

undue hardship on the department.  

VIII. ADA Complaints

All ADA complaints are considered to be allegations of discrimination and therefore must be filed with the 

Director of Human Resources. 
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Alabama Agricultural and Mechanical University 

Office of Human Resources 

Release of Medical Information Form (ADA) 

Medical/Health Information 

The undersigned hereby grants permission to Alabama A&M University, having its principal place of 
business at 4900 Meridian Street Normal, Alabama 35762, to discuss any and all medical/health related 
information with any medical practitioner, hospital, facility, or any other agency that has medical records 
or knowledge of the medical records of the undersigned for the purpose of evaluating the undersigned’s 
request for a workplace accommodation under the Americans with Disabilities Act of 1990 (ADA) as 
amended. 

Medical/Health Records 

The undersigned hereby authorizes any medical practitioner, hospital, facility, or any other person or 
entity that has medical records or knowledge of the medical records of the undersigned to release such 
information upon request to Alabama A&M University, having its principal place of business at 4900 
Meridian Street Normal, Alabama 35762, for purpose of evaluating the undersigned’s request for a 
workplace accommodation under the Americans with Disabilities Act of 1990 (ADA), as amended. 

Employee’s (Patient) Printed Name:  

Employee’s (Patient) Signature: 

Title/Position: 

Employee’s (Patient) Date of Birth: 

Date: 
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Alabama Agricultural and Mechanical University 

Office of Human Resources 
Mailing Address:  Human Resources, Alabama A&M University, Normal, AL  35762 

Phone:  256.372.5835  Fax:  256.372.5881 

Americans with Disabilities Act (ADA) Accommodation Request Assessment 

Medical Certification of Physician or Practitioner Form 
(Revised October 2015) 

Completed form must be returned to the Office of Human Resources within 15 days of the date of this form. 

Section I:  For Completion by the Employee 

Employee’s (Patient) Name: Date: 

Job Title: 

Regular Work Schedule: 

*Please attach a copy of your official Alabama A&M University job description to this document before submitting to

your physician. 

Section II:  For Completion by the Health Care Provider 

Instructions to the Physician: 

The above employee has requested a workplace accommodation, to enable the employee to perform the essential 

functions of his/her position, either because of a disability as either defined under the Americans with Disabilities Act 

(ADA), as amended, or state law.  The following form must be completed in detail and signed by the employee’s 

attending medical provider.  Please attach additional pages or records as needed.  Do not provide information not related 

to the employee’s ability to perform his/her job duties.  Example:  Do not identify an impairment if it does not have an 

impact on employee’s ability to perform his/her job duties. 

Definition 

An employee has a disability if he or she has a physical or mental impairment that substantially limits one or 

more major life activities, or has a record of such an impairment or being regarded as having an impairment.   

The ADA Amendments Act of 2008 provides examples of “major life activities,” including, but are not limited 

to:  caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, sitting, 

reaching, lifting, bending, speaking breathing, learning, reading, concentrating, thinking, communicating, 

interacting with others, and working, and the operation of a major bodily function, including functions of the 

immune system, special sense organs and skin; normal cell growth; and digestive genitourinary, bowel, bladder, 

neurological, brain, respiratory, circulatory, cardiovascular, endocrine, hemic, lymphatic, musculoskeletal, and 

reproductive functions.  The operation of a major bodily function includes the operation of an individual organ 

within a body system.  

Please do not send us medical records or genetic information:  The Genetic Information Nondiscrimination Act of 2008 

(GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information 

of an individual or family member of the individual, except as specifically allowed by this law. To comply with this law, 

we are asking that you do not provide any genetic information when responding to this request for medical information. 

“Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s 
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or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic 

services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo 

lawfully held by an individual or family member receiving assistive reproduction services. 

In order to assist with the interactive process of determining reasonable accommodation, we are requesting you to provide 

feedback to the following questions based on your medical expertise.  Please answer the questions on this form to help 

determine disability and reasonable accommodation. 

1. Please confirm you have examined the employee and are familiar with the employee’s medical history.

Yes No 

2. Is the employee released to return to work full-time, full duty without the need for restrictions,

limitations, or accommodations?   Yes   No

If yes, please state the employee’s full, unrestricted return to work date: 

If no, please complete the remainder of this form. 

3. When can the employee return to work with restrictions or an accommodation?  [Additional questions

regarding restrictions or accommodations below.]

4. Does the employee have a physical or mental impairment(s)?  Yes    No 

5. Please list impairment(s):

Note:  A physical or mental impairment under the ADA is: 

 Any physiological disorder, condition, cosmetic disfigurement, or anatomical loss affecting

one or more of the following body systems:  neurological, musculoskeletal, special sense

organs, respiratory (including speech organs), cardiovascular, reproductive, digestive,

genitourinary, hemic and lymphatic, ski, and endocrine; or

 Any mental or psychological disorder, such as an intellectual disability, organic brain

syndrome, emotional or mental illness, and specific learning disabilities.

 The disorder or condition is considered:

o In its active state, even if presently in remission.  (Examples:  epilepsy, MS, asthma,

cancer, bipolar disorder.)

o Without regard to the effects of mitigating measures such as prostheses, medication, etc.,

except ordinary eyeglasses.

o With consideration of the negative effects of treatment such as medication or other

measures.
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6.  Limitations on major life activities.  Does the employee’s impairment substantially limit one or more major life 

activities?    Yes     No   

 

 

 

 

 

 

 

 

 

 

 

7.  Which major life activity(s) is/are affected?  Check all major life activities that both (a) are affected by the 

employee’s impairment(s) and (b) restrict or limit the employee’s ability to perform the employee’s job duties. 

 

Major life activities – general life activities: 

 

     Bending      Interacting with others      Seeing       Walking 

     Breathing      Learning      Sitting       Working 

     Caring for self      Lifting      Sleeping        Other(s) (describe) 

     Concentrating      Performing manual task      Speaking  

     Eating      Reaching      Standing  

     Hearing      Reading      Thinking  

 

 

Major life activities – operation of major bodily functions: 

 

     Bladder      Digestive      Lymphatic        Reproductive 

     Bowels      Endocrine      Musculoskeletal        Respiratory 

     Brain      Genitourinary      Neurological        Sensory organs & skin 

     Cardiovascular      Hemic      Normal cell growth        Other(s) (describe) 

     Circulatory      Immune      Operation of an organ  

 

 

8.  For the impairments identified above, when did the employee’s impairment(s) commence?  If there is more than 

one impairment, please specify the start date for each: 

 

Impairment Start date 

  

  

  

 

 

 

 

Note:  Whether an impairment substantially limits the ability of an individual to perform a major life 

activity is determined: 

 As compared to most people in the general population; and 

 Does not need to prevent, or significantly or severely restrict, the individual from 

performing a major life activity – the impairment only needs to “substantially limit” 

the employee’s ability to perform the major life activity. 
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9. Performance of essential job functions.  Does the employee’s impairment(s) limit his/her ability to perform the

essential functions of the employee’s position (as defined in the job description) without any accommodations?

Yes    No 

If the answer is yes, please: 

a. Identify which essential function(s) the employee is unable to perform without an accommodation:

b. Describe the manner in which the employee’s ability to perform each essential function is limited:

10.  a.  What accommodation(s) will enable the employee to perform the essential job functions?  Please describe: 

You must provide your best medical judgment, based on current information, as to the length of time the employee 

will need an accommodation to perform his/her essential job functions. 

b. How will the accommodation(s) assist the employee in performing the essential job functions?

c. Duration. For how long do you anticipate the employee will need the identified accommodation(s) to perform

the essential job functions?

____________ (circle one)  days / weeks / months / years; or ________permanent 

11. Additional information.  Are you aware of any other information that Alabama A&M University should consider

in assessing whether the employee can perform the essential job functions with or without accommodation?

Yes    No   If yes, please describe: 

Health Care Provider Name (Print): 

Health Care Provider Signature:    Date 

Type of Practice: Telephone Number 

Address: 

Upon completion, please return this form to: 

Ms. Cheryl K. Johnson -- (256) 372-5881 (Facsimile) 
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Please remember you 
or the handler is solely responsible for the upkeep, including, feeding, watering, grooming, etc.  of the 
support animal. AAMU will not permit other individuals to access the student’s residential space for the 
purpose of animal care. 
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Federal Civil Rights laws 
require research faculty and 
staff to make all reasonable 
efforts to ensure that all 
people have equal 
opportunities for program 
participation.  Compliance 
is measured by using 
parity.  A research program 
is in parity when program 
participation by under-
represented groups reflects 
their proportionate 
representation in the 
population of potential 
recipients.  You may use 
the US Census Data or 
other reputable sources as 
your population 
comparator. For agriculture 
programs, the Census of 
Agriculture may be 
appropriate.  A program is 
considered “in compliance” 
when its participation has 
reached 80% of parity in 
each group. 

The Director of 1890 
Research Programs is 
responsible for providing 
leadership, direction, and 
policy to ensure 
compliance with Title VI of 
the 1964 Civil Rights Act for 
CALNS’ research and 
education programs. Any 
person(s) or firm(s) who 
feels that they have been 
discriminated against is 
encouraged to report such 
violations.

AAMU Office of 
Research Compliance 

AAMU Offi

Alabama A&M University is an Equal Opportunity Employer and does not discriminate on the grounds of race, color, sex, age, or national origin 

It is never okay to assume the REG data of program 
participants. While it's important to make every 
reasonable effort to collect REG data, if you cannot 
collect this information from program participants, 
then it's okay to put "unspecified" in your reporting 
systems. 

Data collection is mandatory. 

As a recipient of federal financial assistance, AAMU 
CALNS must maintain a system to collect racial and 
ethnic data in accordance with Federal policy. 

REG data is used to: 
Determine how effectively CALNS programs are
reaching potentially eligible people,
Identify areas where additional outreach is
needed,
Assist in the selection of locations for
compliance reviews, and
Complete reports as required.

Children are not to be surveyed. 
Questions must be posed to parents/legal
guardians. 

If disparities or incidents of underrepresentation exist, 
it will be necessary to investigate the causes. 

If necessary, take action to ensure equal opportunity to 
participate in the program.

Filing a complaint directly with USDA 

A complainant may file a complaint directly with the 
US Department of Agriculture's National Institute of 
Food and Agriculture Office of Equal Opportunity and 
Civil Rights by completing a Form AD-3027, USDA 
Program Discrimination Complaint Form, which can 
be obtained online at 
https://www.ocio.usda.gov/document/ad-3027, from 
any USDA office, by calling (866) 632-9992, or by 
writing a letter addressed to U.S. Department of 
Agriculture Office of the Assistant Secretary for Civil 
Rights 1400 Independence Avenue, SW Washington, 
D.C. 20250-9410; or (2) Fax: (833) 256-1665 or (202) 
690-7442; or (3) Email: program.intake@usda.gov. 

What is REG Data and Why is it Important? 

REG data stands for Race, Ethnicity, and Gender and 
can be an important data point in ensuring we're 
reaching diverse audiences that represent the 
demographic makeup of the communities we serve. 

As a land-grant institution, Alabama A&M University’s 
Collehe of Agricultural, Life and Natural Sciences 
(CALNS) has the responsibility of ensuring that our 
programming reaches diverse audiences. Ideally, our 
educational reach would realize parity, meaning the 
audiences represented in our educational programs 
would be relatively equal to the demographics 
represented in our communities. 

How to Collect REG Data 

There are a variety of ways we can collect REG data. 
In face-to-face programs, collect REG data upon 
participant registration or be prepared to hand out 
a REG data collection survey during your event. In 
online programming or other methods of digital 
engagement (like an e-newsletter), collect REG data 
by incorporting appropriate questions into your 
registration or subscription materials. 

Data must be collected in a three-part question: 
1. Race (may select more than one)

American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
White

2. Ethnicity
Hispanic or Latino
Not Hispanic or Latino

3. Gender
Female
Male
Prefer not to answer

How to collect racial and ethnic data if: 
An applicant chooses not to voluntarily provide
the information in person?
The application process uses an online application
and the applicant does not voluntarily provide the
information?

Race/Ethnicity Data Collection Requirements

Page 122 of 125



 

All Reasonable 
Efforts 
Affirmative Action refers to 
creative actions or steps taken 
to accomplish compliance with 
the intent of the Civil Rights 
Act. As AAMU employee, you 
must make all reasonable 
efforts to comply with civil 
rights regulations.  

All Reasonable Effort activities 
are required efforts you need 
to use when programming with 
members of one race who 
function in a multi-racial 
community. Some of the 
required steps in implementing 
All Reasonable Effort include:  

Determine by community,
neighborhood, or minor civil
division, the multi-racial
communities in Alabama.
Determine, by club or group
name, program area groups
functioning in these
neighborhoods or
communities.
Determine from participation
data if the club or group
membership reflects the
racial composition of the
neighborhood or community.

The minimum All Reasonable 
EEffort requirements for 
research staff members 
working with any identified 
clubs or groups whose 
membership is all one race, 
include the following items:  

Use all available mass media,
including radio, newspaper,
and television to inform
potential recipients within
local multi-racial
communities of the program
and of the opportunity to
participate.
Personal letters and
flyers/publications addressed
to potential recipients
inviting them to participate,
including dates and places of
meetings or other planned
activities.

Plan for Public Notification
Letting people know our research program is open and 
available to the public is called public notification. Public 
notification activities are the extra efforts you plan in order 
to advise minorities of program availability on a non-
discriminatory basis, and usually consists of a series of 
various communication methods that advise the public 
about program availability. 

Some of the basic “public notification” activities: 
AAMU research program outreach should use the most
diversified possible communications to attract persons
of all races, colors, religions, genders, and national
origins to participate. Examples include: posters, flyers,
minority organization bulletin board notices, and other
public mailings.
Prominently display the “And Justice for All” poster in
all research offices and facilities where research
programs are delivered.
Provide information on research programs to grass
roots organizations that relate to the Protected Class
members via mail, personal visits, newsletters, phone
calls, etc.
Use the non-discriminatory statement in all news
releases that announce research programs and/or
explain how to participate.
In research programs that may traditionally attract only
males or only females, use words, phrases, or
statements in the program announcements that clearly
indicate that participation of both males and females
are encouraged and appropriate.

Answers to the following questions will help gauge 
your program’s public notification efforts: 

1) Can you identify the locations where the “And Justice 
for All” poster is displayed in your building or unit?

2) Does the research nondiscrimination statement (i.e.,
“AAMU research is an equal opportunity provider and
employer.”) appear on all informational materials
released by your Department to the public?

3) Have you documented any “extra efforts” to
inform historically underserved audiences
about research resources and meetings
organized by you or by your Department?

4) Can you think of any minority organizations
which are kept informed about new research
programs provided by your Department and
the methods by which they are informed?

5) Do any of the mailing lists used in your
Department consist of exclusively one race
color, religion, or sex?

6) Can you identify examples of non-
discriminatory statements, photos/graphics
used by your Department to convey the
message of equal opportunity in
informational materials released to the
public.

Program Accessibility 
The Americans with Disabilities Act of 1990, 
amended in 2008, prohibits the discrimination 
against qualified individuals with disabilities.  The 
ADA Act requires reasonable accommodations in 
research programming and that programming 
occurs in accessible locations. An ADA checklist 
for Existing Facilities is available through the ADA 
National Network.  
1. Is the following, or a similar statement, on all

newsletters, brochures, and program
announcements?

“AAMU Research is committed to making its 
services, activities, and programs accessible 
to all participants. If you have special 
requirements due to a physical, vision or 
hearing disability, please contact [Program 
leader’s name and telephone number].” 

2. Do you know of any accommodations made
to serve disabled participants in your
programs for the past 2 years?

3. Do you know of any programs held in a
non-accessible location in the last 2 years?

AAMU Office of 
Research Compliance 
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Title VI  Policy 
Statement 
As a recipient of Federal 
funding, Alabama A&M 
University Research 
Experiment Station housed 
under the College of 
Agricultural, Life and Natural 
Sciences (CALNS) is required 
to comply with Title VI of the 
Civil Rights Act of 1964 as 
amended. Title VI of the Civil 
Rights Act of 1964 requires 
that no person in the United 
States, on the grounds of race, 
color, or national origin be 
excluded from, be denied the 
benefits of, or be subjected to 
discrimination, under any 
program or activity receiving 
federal financial assistance. 
Presidential Executive Order 
12898 addresses 
environmental justice in 
minority and low-income 
populations. Presidential 
Executive Order 131166 
addresses services to those 
individuals with Limited 
English Proficiency (LEP). The 
rights of women, the elderly, 
and disabled are protected 
under related statutes. These 
Presidential Executive Orders 
and the related statutes fall 
under the umbrella of Title VI. 

CALNS will take positive and 
realistic affirmative steps to 
ensure that all persons and/or 
groups wishing to participate in 
its programs are given an equal 
and equitable chance to 
participate. CALNS sub-
recipients and contractors are 
required to prevent 
discrimination and ensure 
nondiscrimination in all of their 
programs, activities, & services. 

CALNS Title VI Complaint Procedure 
1.Any person who believes that they have been subject to 

discrimination may file a written complaint with the CALNS 
1890 Research Director’s office. Federal and State law requires 
complaints be filed within one-hundred eighty (180) calendar 
days of the last alleged incident. 

2.The complainant may fill out the complaint form online or 
request the complaint form from the CALNS 1890 Research 
Director's Office. The complainant may also submit a written 
statement that contains all of the information identified in 
Section 3 (a) through (g) below. 

3.The complaint will include the following information: 
a) Name, address, and telephone number of the

complainant.
b) The basis of the complaint; i.e., race, color, national 

origin, sex, elderly or disabled. 
c) The date or dates on which the alleged discriminatory 

event occurred. 
d) The nature of the incident that led the complainant to 

feel discrimination was a factor. 
e) Name, address, and telephone number of persons who 

may have knowledge of the event. 
f) Other agencies or courts where complaint may have 

been filed and a contact name.
g) Complainant's signature and date. 

If the complainant is unable to write a complaint/upload, the 
CALNS staff will assist the complainant. If requested by 
complainant, CALNS will provide a language or sign interpreter. 

The complaint may be sent or faxed to the following address: 

Dean/1890 Research Director 
Alabama A&M University  
College of Agricultural, Life and Natural Sciences (CALNS)  
300A Dawson Building 
Normal, AL 35762 
256.372.4166 (office) 
256.372.8645 (fax) 
research.compliance@aamu.edu 

4.CALNS will begin an investigation within fifteen (15) working 
days of receipt of a complaint. 

5.CALNS will contact the complainant in writing no 
later than thirty (30) working days after receipt of 
complaint of additional information, if needed to 
investigate the complaint. If the complainant fails 
to provide the requested information in a timely 
basis, CALNS will administratively close the 
complaint. 

6.CALNS will complete the investigation within 
ninety (90) days of receipt of the complaint. A 
written investigation report will be prepared by 
the investigator(s). The report shall include a 
summary description of the incident, findings, and 
recommendations for disposition. 

7.The 1890 Research Director will review the report. 
A closing letter and exit interview will be provided 
to the complainant. The respondent will also 
receive a copy of the closing letter. Each will have 
five (5) working days from receipt of the report to 
respond. If either party responds negatively or has 
additional information to provide, an informal 
meeting will be arranged by the Director of 1890 
Research Programs. If neither party responds, the 
complaint will be closed. 

8.The investigation report with recommendations 
and correction actions taken will be forwarded to 
the appropriate University office, state or federal 
agency, the complainant, and respondent. 

9.CALNS will advise complainants of their appeal 
rights to the appropriate office or federal agency. 

Filing a complaint directly with USDA 
A complainant may file a complaint directly with the US 
Department of Agriculture's National Institute of Food 
and Agriculture Office of Equal Opportunity and Civil 
Rights by completing a Form AD-3027, USDA Program 
Discrimination Complaint Form, which can be obtained 
online at https://www.ocio.usda.gov/document/ad-
3027, from any USDA office, by calling (866) 632-9992, 
or by writing a letter addressed to U.S. Department of 
Agriculture Office of the Assistant Secretary for Civil 
Rights 1400 Independence Avenue, SW Washington, 
D.C. 20250-9410; or (2) Fax: (833) 256-1665 or (202) 
690-7442; or (3) Email: program.intake@usda.gov. 
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Federal Civil Rights laws 
require research faculty and 
staff to make all reasonable 
efforts to ensure that all 
people have equal 
opportunities for program 
participation.  Compliance 
is measured by using 
parity.  A research program 
is in parity when program 
participation by under-
represented groups reflects 
their proportionate 
representation in the 
population of potential 
recipients.  You may use 
the US Census Data or 
other reputable sources as 
your population 
comparator. For agriculture 
programs, the Census of 
Agriculture may be 
appropriate.  A program is 
considered “in compliance” 
when its participation has 
reached 80% of parity in 
each group. 

The Director of 1890 
Research Programs is 
responsible for providing 
leadership, direction, and 
policy to ensure 
compliance with Title VI of 
the 1964 Civil Rights Act for 
the CALNS’ research and 
education programs. Any 
person(s) or firm(s) who 
feels that they have been 
discriminated against is 
encouraged to report such 
violations.

Language Access for Limited English Proficiency Persons 
On August 11, 2000, the President signed Executive Order 
13166, "Improving Access to Services for Persons with Limited 
English Proficiency." The Executive Order requires Federal 
agencies to examine the services they provide, identify any need 
for services to those with limited English proficiency (LEP), and 
develop and implement a system to provide those services so 
LEP persons can have meaningful access to them. It is expected 
that agency plans will provide for such meaningful access 
consistent with, and without unduly burdening, the 
fundamental mission of the agency. 

Alabama A&M University’s College of Agricultural, Life and 
Natural Sciences is a recipient of USDA federal funding and 
therefore is obligated to take reasonable steps to ensure that 
those with Limited English Proficiency have meaningful access 
to the programs, services and information provided by our 
programs. The U.S. Census estimates that Foreign-Born 
Population in Alabama is 162,248 (3.6%) with an estimated LEP 
share of 45.6%, while the U.S. Born Population in Alabama is 
4,414,409 with an LEP share of 0.5%. According to this data, 
approximately 96,057 individuals or 2% of the Alabama 
population, both foreign and U.S. born, are considered Limited 
English Proficient. Persons who, as a result of national origin, do 
not speak English as their primary language and who have 
limited ability to speak, read, write, or understand English may 
be entitled to language assistance under Title VI to receive a 
particular service, benefit, or encounter. 

AAMU CALNS Guidelines 
Limited English proficiency may limit participation in AAMU 
CALNS’ research programs. Reasonable efforts will be made in 
identifying LEP persons who require language assistance. The 
following four-factor analysis will serve as the guide for 
determining which language assistance measures CALNS will 
undertake to guarantee access to its research programs by LEP 
persons: 

The number or proportion of LEP persons eligible to be served 
or likely to be encountered by the program or 
grantee/recipient, 
The frequency with which LEP individuals come into contact 
with the program, 
The nature and importance of the program, activity, or service 
provided by the program to people’s lives, 
The resources available to the recipient and costs. 

AAMU CALNS LEP Policy 

Alabama A&M University’s College of Agricultural, 
Life and Natural Sciences (CALNS) will take 
reasonable steps to ensure that persons with LEP 
have meaningful access and an equal opportunity 
to participate in our services, activities, programs 
and other benefits. The policy of Alabama A&M 
University is to ensure meaningful communication 
with persons who experience LEP and their 
authorized representatives, as well as providing for 
communication of information contained in vital 
documents. CALNS will provide all  interpreters, 
translators, and other aids needed to comply with 
this policy without cost to persons accessing 
services. 

CALNS will provide language assistance with 
competent bilingual staff, contracts or formal 
arrangements with organizations providing 
interpretation or translation services, or technology 
and telephonic interpretation services. 

For Language Interpretive and Document 
Translation Services CALNS has contracted with 
ALAMEX Translation Services, LLC to provide oral 
and written translation services. 

If not immediately identifiable, a language 
identification card will be used to identify the 
language for interpretation. For assistance, call 
the contracted service provider, Alamex LLC.  

Detailed LEP guidance can be found at: 
https://nifa.usda.gov/resource/limited-english-proficiency and 
https://www.lep.gov/guidance/guidance_Fed_Guidance.html#USDA 

AAMU Office of 
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