Check List for Civil Rights Compliance Reviews

· 1.  Do position descriptions and performance standards of employees reflect Civil Rights compliance responsibilities?

· 2.  Does the Field Conservation Business Plan have goals, priorities and action items relating to Civil Rights in program delivery?

· 3.  Review and document Civil Rights files to determine if they are being maintained and updated (directives, bulletins, memorandums, etc.)
· 4.  Review, evaluate, and document the adequacy of internal Civil Rights program reviews and follow-up actions.

· 5.  Public Notification Program

· a.  Is the “…And Justice for All” poster displayed?

· b.  Is the nondiscrimination statement included on all NRCS publications for nondiscrimination statement?

· c.  Do newspaper articles and/or news releases prepared by NRCS staffs contain the nondiscrimination statement?

· d.  Have the local media (newspaper, TV, etc.) been utilized to disseminate NRCS program information to minorities and/or female customer groups?

· e.  Have efforts been made to contact grassroots organizations, community leaders, females, and individuals with disabilities to inform them about the availability of NRCS programs and services?

· 6.  Are mailing lists used for program outreach?  If yes, are the lists coded by race and gender to reflect local diversity?

· 7.  Is there a database to reflect program beneficiaries by race and gender?  What is the data source?

· 8.  Does program participation data reflect equality in program services to all races and gender groups?

· 9.  Are there disparities in program participation data in 8 above?  If yes, what corrective actions have been taken?  (Disparity of 10 percent or more is considered significant.)

· 10.  Is there documentation which shows staff participation in Civil Rights training?  (formal courses, staff meetings, etc.) in the last 2 years?  Does documentation specify dates, places, topics and number of staff participating?

· 11.  Does each staff member know how to handle a Civil Rights program discrimination complaint?  Do employees have knowledge of their Civil Rights responsibilities?

· 12.  Do all agreements and contracts between NRCS and recipient groups have adequate nondiscrimination provisions?

· 13.  Is there documentation of district board council committee’s makeup by race and gender?  Is there documentation of actions taken to increase diversity within these entities?

· 14.  Is there documentation to show NRCS employees are working across racial/gender lines to provide services to customers?

· 15.  Is there documentation to show NRCS is providing services and/or assistance to persons with disabilities?

· 16.  Are offices accessible to persons with disabilities?  If not, is there documentation to show that corrective action is forthcoming?  Specifically check to see:

· a.  Are offices and restrooms accessible to wheelchair confined individuals?
· b.  Are water fountains accessible to wheelchair confined individuals?

· c.  Are there designated parking spaces for persons with disabilities?

· 17.  Inquire and evaluate NRCS employee and involvement regarding:

· a.  Attendance at private group/organization meetings where females and minorities are excluded.

· b.  Assistance to groups/organizations that prohibit membership and/or exclude participation of females and/or minorities from their programs and activities.

· 18.  Review efforts to recruit women, minorities, and persons with disabilities to work as NRCS volunteers.

