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Procedural Manual for Education and Outreach
The following procedures govern education and outreach under the West Penn Rural Fair Housing Initiative
A.     Community Networking

An important component in reaching members of the protected classes under the Fair Housing Act is to associate with and educate other providers and organizations that have contact with members of the protected classes.  In order to achieve the goal of reaching the protected classes in the rural counties, it is necessary for each of the partners to develop and maintain relationships with community service providers, grassroots and faith-based organizations, and disabled and minority advocacy groups.  If the Initiative is able to work in cooperation with the members of those types of groups, then the groups will better be able to identify clients with fair housing issues and refer them to the Initiative for help in proceeding to file a claim.
1. Identify Local Groups

2. Provide notice of Initiative

3. Secure Site Locations for Public Outreach

4. Schedule Programs for Provider Staff

B.     Activities
Pursuant to the grant application submitted to HUD, the Initiative is responsible for scheduling 100 community outreach events for the grant period. At least two per county are required.  Focus shall be made on targeting four different audiences:  1) members of the protected classes; 2) community, faith-based and grass-roots organizations having contact with members of the protected classes; 3) housing authorities and landlords; and 4) attorneys.  

Each partner is responsible for the scheduling of events in his or her county or counties, based upon the list of proposed sites submitted to the project manager.  Each partner shall submit to the Project Manager their schedule of events at least monthly.  However, every effort should be made to ensure that the Project Manager receives the dates at least two weeks in advance of the event so that it may be publicized properly.
(
Means of Reporting Schedule
Attached as Appendix A is a form entitled “Education and Outreach Event Schedule.”  List each event on the form and submit to the Project Manager via e-mail at jennifer@splas.org or via fax at 724-250-1078.  Schedules shall be submitted by the 15th day of each month.
Conducting Outreach
Regardless of the specific audience, certain procedures shall be utilized for all education and outreach events.  Initially, the presenter must circulate the attendance sheet, which is attached as Appendix B.  This is necessary so that the number in attendance may be reported to HUD.  Pursuant to the grant application, we are aiming to reach at least 900 people.

Next, the presenter must distribute the Initial Survey and have the attendees complete it.  This instrument is designed to gauge the knowledge of the audience regarding Fair Housing prior to the presentation.  Give the participants approximately 8 minutes to complete the survey, then collect the survey.
The presenter shall then proceed to the substantive portion of the event.  Materials/presentation will vary depending upon which of the four identified audiences the presenter is before.  Power Point is the preferred method of presentation.  Copies of each of the four presentations are attached at _______________.  In the event that Power Point is not available, the presenter should have access to a white board or easel and should transfer the material from the hard copy of the Power Point presentation to the whiteboard or easel in advance of the event so as to not waste time.  
Following the presentation of the substantive material, the presenter will distribute the Final Survey to the participants, in order to gauge what they have learned from the presentation.  Again, give the participants approximately eight minutes to complete the survey, then collect them.
At the conclusion of the presentation, present each attendee with a Fair Housing Hotline Card, which identifies the hotline and web site and offer the Fair Housing Claim Kit to each attendee.  Answer individual questions as necessary.

After the Event
Send to the Project Manager the following documents within 48 hours of the presentation:
1. Attendance Sheet

2. Initial Survey

3. Concluding Survey

Submit the items listed above via email to jennifer@splas.org or via facsimile to 724-250-1078.   XE "picture" 
Meetings of Partner Personnel
Partner personnel shall meet monthly for the first four months and bi-monthly thereafter.  The schedule of meetings is as follows:

January 18, 2008

February 15, 2008

March 14, 2008

April 18, 2008

June 13, 2008

August 8, 2008

October 10, 2008

December 12, 2008

All meetings shall occur at 3:00 p.m. The method of participation shall be by conference call with the call in number as:  800-882-3610 and guest code 4475690.

Topics for Discussion shall include the education and outreach events scheduled and held, any difficulties or concerns regarding the events, success stories and any need for refinement of the materials as well as any information that becomes pertinent.
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