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Welcome to the Adventure
of 4-H Leadership

18 USC 707

As a Volunteer 4-H Organizational Leader, you have embarked on
an adventure of a lifetime. Being an organizational leader for a 4-H
club involves dedication, organization, a significant investment of
time and resources, and most importantly, a genuine love for young

people.

It is likely that 4-H has impacted your life through your own
membership as a youth or through your child’s membership. As
you probably have found already, the impact on youth of a good
4-H program is staggering. Research has shown that adults who
have participated in a 4-H program as a youth are more successful
later in life. Many of these adults cite lessons they learned in 4-H as
an important part of their success'. However, 4-H is more than just
a good idea; it is a vital program that is made possible by the
dedication and hard work of many volunteers just like you.

This guidebook is designed to help organizational leaders make
their clubs the effective teaching tools that can help our youth
become successful in the future. It truly abides by the 4-H
philosophy, “to make the best better.” We already know that 4-H
is good for our children. Itis our responsibility to not only keep it
that way, but to continuously improve on it. On that note, carefully
review this guidebook for ideas and resources. Help to model the
behaviors 4-H teaches by always making your best 4-H club even
better!

1. Canadian 4-H Council (1996)
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18 USC 707

4-H is the youth component of the Cooperative Extension System in the United States. It serves
young people in grades K — 13 (one year out of high school). These youth participate in individual
and group learning opportunities that teach skills through an experiential process.

4-H exists on the local, state , and national levels. On the local level, each county has a 4-H Youth
Development Agent at their respective extension center. In Wisconsin, 4-H is part of the University of
Wisconsin Extension with the state office located in Madison. At the national level, 4-H is under the
leadership of the United States Department of Agriculture.

4-H Motto and Life Skills

“To Make the Best Better.”

The above quote is the main focus and motto of the 4-H Youth Development Program. Through an
experiential learning process (explained in a later section on leader development) youth develop many
important life skills that will endure the test of time. These life skills can be broken down into three
basic categories:

Competency — developing skills and knowledge; strengthening and using decision-
making skills; communicating with and relating to other people

Coping — responding to life situations; developing a positive self-concept; establishing
priorities consistent with one’s values

Contributory — sharing with others; developing leadership skills; responding
to the needs of others and of the community

The primary method of teaching youth these skills is through project work. However, these aspects
can be taught through many different programs within 4-H such as community service, drama
festivals, technology teams, etc.

The 4 H’s
The 4-H’s stand for HEAD, HEART, HANDS, and HEALTH.

These four terms describe the different aspects of youth wellbeing that the educational program of 4-H
strives to address. These aspects are further applied to the family and community of the 4-H member..

Adapted from the Missouri 4-H web page:


http://mo4h.missouri.edu/volunteer
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Using the 4-H Name and Emblem

The 4-H Youth Development Program is the youth outreach from the Land Grant Universities, Cooperative
Extension Services, and the United States Department of Agriculture. The 4-H Name & Emblem is intended to
represent the ideals of the program with its focus on Head, Heart, Hands, and Health. Today, it is one of the
best-known and most valued images emblematic of a century of 4-H achievement. The 4-H Name & Emblem is
very important to us as an organization because it represents who we are.

What is the 4-H Name and Emblem?

The official 4-H Emblem is a clover with four leaves and an “H” on each leaf. The clover’s stem
must point to the right as you look at the image. The 4-H Emblem is not a plain four-leaf

clover. The 4-H Emblem should appear in specific colors and in its entirety. The 4-H Name &
Emblem belongs to the 4-H Youth Development Program, under the authority of USDA and
anyone wishing to use it must obtain permission to use it ahead of time.

How Do | Get Permission to Use the 4-H Name and Emblem?

It depends on who you are and for what reason you wish to use the 4-H Name & Emblem: 4-H Club or Program
member or volunteer leader? Commercial vendor? Event, activity or program affiliated with 4-H? Private, non-
profit organization?

If you are a 4-H member or volunteer, you are permitted to use the 4-H Name & Emblem once your program is
chartered with the official 4-H Charter from National 4-H Headquarters at the Cooperative State Research,
Education and Extension Service (CSREES), within the United States Department of Agriculture (USDA). If
you are a commercial vendor, private organization or any other entity, you need to contact either the local
Cooperative Extension Service office or the State 4-H Office to determine what steps you need to take for your
use of the 4-H Name & Emblem. Anyone wishing to use the 4-H Name & Emblem in a way that does not
specify a local or state program, should seek authorization to use the 4-H Name & Emblem from National 4-H
Headquarters at USDA.

In all private and commercial use of the 4-H Emblem, the statement “18 USC 707" must legibly appear either to
the right of the base of the stem or below the lower right leaf of the clover. In use internal to the Cooperative
Extension System (all 4-H Youth Development programs and clubs duly given authorization to use the 4-H
Name & Emblem) use of the statement is at the discretion of the State 4-H Program Leader, or for those uses
that are multi-state, regional, or national in scope, at the discretion of National 4-H Headquarters.

Whoever uses such emblem or any sign, insignia, or symbol in colorable imitation thereof, or the words “4-H
Club” or “4-H Clubs” or any combination of these or other words or characters in colorable imitation thereof,
without being duly authorized, shall be fined not more than $5,000 for individuals and $10,000 for groups, or
imprisoned not more than six months, or both.

Using the 4-H Name and Emblem is adapted from the National 4-H Headquarters
http://www.national4-hheadquarters.gov/library/4-Hguidelines-v4-26-04.pdf 5




Using the 4-H Name and Emblem: Graphics Basics

The Official 4-H Emblem
The Official 4-H Emblem is a 4-leaf clover with an H in each leaf, the stem turned to the right. The Emblem
may be two-dimensional (flat) or three dimensional (with shadows that show depth and perspective). Authorized
users of the 4-H Emblem should take care to ensure that when they use the Emblem, they have done the
following:
1. They have obtained the Official 4-H Emblem and are using it in its entirety.
2. They do not “flip” the image to create a framed look. The stem on the 4-H Emblem must point to the
right as you look at the image. Under no circumstances should the stem be changed to point to the left.
3. They are familiar with resizing graphics through the software application being used, and do not distort
or warp the dimensions of the Emblem.
4. The 4-H Emblem is never used to imply endorsement of any product or material.
5. They follow the graphic use guidelines outlined in this document, or for additional information,
contact National 4-H Headquarters.

Use the Whole Emblem
The 4-H Emblem should always appear in its entirety - meaning it should always appear as a whole and
complete image - the image recognized by millions of people. This means:

Don’t remove any leaves. If you are using a clover image that has an “H” on each leaf, the leaves cannot be
removed or have another image superimposed over the top of one of the leaves. Other images should be moved
and appear completely separate from the 4-H Emblem. This also means you shouldn’t “cut off” a leaf by
running it off the edge of the paper in print media or other designs.

Don’t place text or other images over or on top of the 4-H Emblem. The 4-H Emblem should not appear
screened under words or graphics. No photo, drawing, symbol, word or other figure or object may be placed on
or obscure the 4-H Emblem. This includes on web pages, where it should not appear as a “watermark” behind
other information.

Keep it Upright

In general, the 4-H Emblem should not be rotated or turned on its side. There are some exceptions, such as on
fabric where the emblem is scattered randomly across the fabric or in other random designs. If you are
considering an exception, please contact the National 4-H Headquarters

' 4-H Kids Club
Appropriate Use Inappropriate Use Appropriate Use  Inappropriate Use

Using the 4-H Name and Emblem is adapted from the National 4-H Headquarters
http://www.national4-hheadquarters.gov/library/4-Hguidelines-v4-26-04.pdf




Using the 4-H Name and Emblem: Graphics Basics

Color

The 4-H Emblem should never be screened, shaded, gradated, or appear in a multi-colored hue. The official and
preferred color of the 4-H Emblem is 100 percent PMS 347 green, (The H’s reversed out to the color of the
paper on which the emblem is printed). The clover can also be white, black, or metallic gold. The H’s on the
clover can be white, metallic gold (only on a green clover), green (only on a white clover), or black. The clover
can be outlined in green (for white clover) or white (for green clover) to add prominence to the image and make
the emblem stand out from the background.

One-color printing requires either PMS 347 green or black. For commercial applications, the “18 USC 707”
notice should be the same color as the clover leaves. Black is the only acceptable alternative to green for one-
color printing and should be used only when cost prohibits green ink or color photocopies.

Two-color printing—Only PMS 347 green may be used for the leaves and “18 USC 707" notice—the H’s will
be reversed out of the PMS 347 to be white or the color of the paper on which the emblem is printed. The H’s
may also be printed in metallic gold (PMS 873) on a green background.

Four-color process (full color printing)—In four-color process printing, PMS colors are approximated using a
particular combination of the standard four-color process printing inks. The four-color process percentages
required to match 4-H’s PMS 347 green are: cyan 100%, magenta 0%, yellow 90%, and black 0%. There is no
CMYK equivalent to PMS 873.

Video and Computer Screen Colors (Electronic Media) The colors transmitted by electronic media are
created using precise combinations of RGB (red, green, blue). The correct RGB values for the 4-H green are:
R=51, G=153, B=102. No other colors are acceptable.

For exceptions to the guidance provided regarding color, especially in non-print or corollary materials, please
contact National 4-H Headquarters.

Preferred Preferred Accepted Accepted

Distortion and Proportion

The appearance, shape, and proportion of the 4-H Emblem should never be distorted to fit in an imprint space.
Do not make the 4-H Emblem longer, taller, wider or angled. Do not alter the shape in any way. The overall
size of the 4-H Emblem may be changed, but the proportions must remain intact. All standard word processing
software applications allow you to scale an image while maintaining its original proportions. Before rescaling
the 4-H Emblem, please consult your software manual for proper instructions. Do not make the 4-H Emblem
so small that the H’s are no longer clearly legible.

Using the 4-H Name and Emblem is adapted from the National 4-H Headquarters
http://www.national4-hheadquarters.gov/library/4-Hguidelines-v4-26-04.pdf




Using the 4-H Name and Emblem: Graphics Basics

Using the 4-H Name
The official 4-H Name includes 4-H, 4-H Youth Development, or 4-H Youth Development Program. When
using the term “4-H” it must conform as follows:

* Numeral “4” separated from a capital “H” with a hyphen (not a dash, slash or space).

* It is well documented in English usage, as well as in the most familiar style manuals, that you should never
begin a sentence with a numeral. To comply with this rule, you would need to begin a sentence using
“Four-H.” This language rule, however, is contrary to the regulations set down for use of the 4-H Name &
Emblem; if such a situation arises in writings, it is far better to re-word the sentence slightly to avoid the
language rule. An exception to this would be in writing news headlines where the 4-H name would be
better served by using the familiar numeral-hypen-letter combination to provide instant recognition.

* Do not use the 4-H Emblem in place of the word “4-H” in a title or text.

* Avoid separation of any of the elements of the 4-H Name at the end of sentences. This can sometimes be
difficult because some software programs override user commands. Often, these overrides do not become
visible until after printing or posting to a web page: careful scrutiny of text after trial printing or posting is
advised. If such overrides occur, try rewording your sentence to keep the entire name on the same line or
add a small word or space between words to force the separated portions together on the next line.

Using the 4-H Emblem on Collateral Items

The 4-H Emblem can be used for collateral materials such as jewelry or fine art and may be made of metal (e.g.
copper, bronze, gold or silver), glass, leather, or wood without conflicting with the color specifications for the
4-H Emblem. Ceramic, plaster, paper, fabric or any materials that are colored or painted must comply with the
color specifications and all other guidelines.

Use of the emblem on fabric, whether painted, screen printed, embroidered, appliquéd, or some other technique,
must accurately represent the 4-H Emblem in authorized colors and adhere to all other use guidelines.

The 4-H Emblem is not open to reinterpretation or reconfiguration, regardless of its intended use, including the
development of materials such as jewelry, sculpture, furniture, signage, crafts, or other fine art.

Using the 4-H Emblem in Animation

Animation of the 4-H Name & Emblem is allowable provided that the animation is in keeping with the
guidelines, and that at the end point of the animation (where the animated loop begins to repeat, if an ongoing
loop), the 4-H Name & Emblem appear in a manner that meets all guidelines for its use. Effects that may be
used as part of an animation loop include: swivel and rotate, transition and dissolve, fly-by, layer, and
posterization.

Animation may also show the 4-H Emblem on a waving flag, on a float that is partially hidden by crowds
watching a parade, being placed in a box or behind a curtain, twirling as it “dances,” “separating” as it forms the
doors opening to welcome you to the 4-H Program, be partially hidden as it forms the backdrop for a youth
speaking about 4-H, slowly come into focus or formation as the 4-H Emblem from an amorphous or other
background, or completing itself as the clover leaves are added one by one to form the 4-H Emblem and each
“H” is explained. In each of these cases, the 4-H Emblem may be temporarily blocked, in whole or in part,

or have its shape altered. The end point of the animation must still comply with the guidelines.

For additional information or guidance related to animation applications for the 4-H Name & Emblem, contact
National 4-H Headquarters. 8

Using the 4-H Name and Emblem is adapted from the National 4-H Headquarters
http://www.national4-hheadquarters.gov/library/4-Hguidelines-v4-26-04.pdf




Downloadable Graphics

The official 4-H Emblem and versions for print and the web are available for download at:
http://www.national4-hheadquarters.gov. Each of the download files contains both black and white, and two-
color and three-color versions of the 4-H Emblem in EPS, TIFF and GIF formats, for Mac and PC. The EPS
files are especially suited for “Postscript” printers and Mac-based units. In general, TIFF files may be used with
any printer type. Test both formats with your software and printer to find which yields the best results.

Using the 4-H Name & Emblem in Partnership with Others

The 4-H Name & Emblem may be used in conjunction with the names, emblems, and word marks of other
organizations and programs when 4-H is a partner, co-author, sponsor, or supporter or in some other official
relationship. When feasible, the nature of the relationship among the organizations or programs should be
clearly defined (e.g., in partnership with, sponsored by, etc.), and the 4-H Emblem should be given prominence
consistent with its role in the relationship.

The 4-H Emblem should not be used or integrated into a larger design in such a manner that it becomes difficult
to recognize or distinguish, or that is not consistent with the graphic guidelines for use of the 4-H Emblem.

To avoid the appearance of endorsement of a program, product, or service, the 4-H Emblem may not be
incorporated into a larger design of a program, product, or service that is protected by trademark, service mark,
copyright, or other similar laws. It is not acceptable to incorporate the 4-H Emblem into any other organization’s
logo or emblem. The authority for determining the proper display and use of the 4-H Emblem rests with
National 4-H Headquarters.

Permission to use the 4-H Name & Emblem is not required when the 4-H Name & Emblem is used to link to an
official 4-H website in keeping with the policies and guidelines of National 4-H Headquarters.

Making 4-H Name & Emblem Decisions

This document is meant to be a quick reference for using the 4-H Name & Emblem. The National 4-H
Headquarters at CSREES, USDA provides further documentation on the official headquarters web site:

If your questions are not answered here, please go to the URL above and click on the 4-H Name & Emblem
link. Carefully researching the 4-H Name & Emblem section of the National 4-H Headquarters website should
answer your questions. If you need more information or clarification contact National 4-H Headquarters for help
at (202) 720-2908.

Portions of the content and graphics used in this document were taken from “4-H Emblem Use and Graphic
Standards,” http://4h.ifas.ufl.edu/newsandinfo/ClipArt/4hemblem.htm, Ami Nieberger-Miller, University of
Florida, Gainesville, FL. Special thanks: Laura Stone and Dallas Woodrum, N4-HYTLT, for publication design,
and to the 4-H Name & Emblem Working Group.

The 4-H Name & Emblem is protected under “18 USC 707.”

Using the 4-H Name and Emblem is adapted from the National 4-H Headquarters
http://www.national4-hheadquarters.gov/library/4-Hguidelines-v4-26-04.pdf
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A Historical Look at Wisconsin 4-H

Early 1900’s Girls’ canning clubs and boys’ corn clubs began to develop
1914 Smith-Lever Act was passed creating Cooperative Extension Service.
1915 The first Wisconsin State Fair was organized in West Allis.

1916 Wisconsin State 4-H Leader identified that green and white were the national
colors and the four leaf clover was the emblem.

1918  First State Club Week (State 4-H Congress) and the first county agent to work
with 4-H.

1920 The national motto was changed to “Make the Best Better.”
1927 The 4-H pledge and motto were officially adopted nationally.
1939 The 25™ Anniversary of organized club work in Wisconsin.

1941 Elizabeth Upham Davis and Caroline Upham Keene memorialized their
parents by donating 310 acres near Wisconsin Dells to youth programs.

1956 4-H bulletins now refer 4-H as a program for all youth, urban and suburban,
village and farm.

1962 Wisconsin’s 50 Anniversary of 4-H club work.

1967 The 4-H program officially became known as the State 4-H Youth
Development Program.

1969 Wisconsin 4-H initiated its involvement in the federally funded Expanded
Food and Nutrition Education Program as a way to reach new groups.

1983 Wisconsin 4-H reached over 100,000 young people.

1991 A plan was introduced for integrating the experiential learning cycle into the
4-H Curriculum Handbook at a National 4-H Curriculum Conference.

Adapted from: 4-H Youth Development History, by the 4-H Youth Development U-W Extension. 10
http://www.uwex.edu/ces/4h/about/historydates.cfm
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4-H in Taylor County

It is often helpful to know the structure of an

organization in order to work effectively with it.

Clubs in Taylor County 4-H: A Youth Centered
Organization

Club Name Township e L e e e e e e e L C LR ERELELER
Black River Riders  Browning o H Members
Chequamegon Westboro || [ ...................
Countrysiders Browning 4-H Leaders _
Deer Creek Comets Deer Creek S :
Diamond Lakers ROOSEVElt ................ J .................
Liberty Little Black : 4-H Federation :
Little Farmers Medford ; Executive Board :
Little Whispers Goodrich l
Lucky Hills Grover Taylor County
Poplar Grove Aurora : 4-H Leaders’ :
Thrifty-Go-Getters Little Black : Federation ;
4-H Afterschool Clubs  Gilman, Medford, R :

Rib Lake &

Stetsonville This entire leadership process is

advised in an educational and
administrative manner by the
4-H Youth Development Agent in
Taylor County.

Professional Staff

Taylor County has two paid staff members devoted to the 4-H Youth

Development Program:

Michelle Grimm: the 4-H Youth Development Agent.

Kim Drolshagen: the 4-H Administrative Assistant.

Their office is housed in the USDA Service Center in Medford
925 Donald Street Room 103, Medford, WI 54451 ¢ (715) 748-3327



% winhat IS %12

WISCONSIN 4-H CHARTERS: FREQUENTLY ASKED
QUESTIONS

‘Orinoer 2008

What are 4-H Charters?
The University of Wisconsin-Extension grants 4-H Charters, which formally recognize a group’s
affiliation with 4-H and grant that group the following privileges:

= Authorization to use the 4-H name and emblem.

= (Opens eligibility for inclusion under National 4-H tax exempt status.

= Authorization to raise, allocate, and disburse funds in support of local 4-H programs, projects,
and groups.

What groups are required to have a 4-H Charter?

The United States Department of Agriculiure requires all 4-H groups to have a charter signed by the
Director of the National 4-H Headguariers and issued by the state 4-H office. Beginning with the
2009-10 4-H enrollment year, the following 4-H groups in Wisconsin must have a 4-H Charter. Each of
these 4-H groups must also renew itz charer annually.

* Al 4-H clubs including school-based clubs.

*  County, district, and state 4-H volunteer leader associations and councils or their equivalent.

* County, district, and state 4-H volunteer commitiees or groups or their eguivalent that 4-H
name and emblem and handle finances._

* In general, any group of 4-H members who are organized as a specific club or volunteer-
based groups that use the 4-H name andf/or handle 4-H funds should be charered.

4-H Programs versus 4-H Groups:

A distinction must be made between 4-H clubs and groups and 4-H programs. 4-H school-enrichment
programs, special-interest programe and after-school programs are presently not required to have
charters. These programs are not organized using the club'group delivery method. However, if an
after-school program includes an after-school 4-H club, then that club must be chartered.

What is a 4-H club?

According to the Wisconsin 4-H Policies, a 4-H club must meet the following components:

Club name

Five or more youth from at least three families

Adult leadership that has been approved through the Youth Protection process

Educational plan which meets the purposes of the 4-H program

Youth imfvohrement in leadership and decision-making

Meet on a continuing basis

* Hawve written operating guidelines, bylaws or constitution approved by the members to govern
the clulx

* Open to any youth eligible for 4-H membership, regardliess of race, color, creed, religion, sex,
national origin, disabkility, ancestry, sexual orientation, pregnancy, marital or parental status.

A 4-H Club may have either paid or volunteer leadership. Teen leadership does not meet the adult
leadership requirement. 4-H clubs must have an educational mission. Evidence can be provided in
different ways. The preferred method is for clubs to develop a program plan with their members, and
provide a written copy of that plan to the members and the UW-Extension office. All 4-H clubs must
comply with federal and state nondiscrimination laws, incuding Titde W1 of the Civil Rights Act of 1964,
Title IX of the Education Amendments of 1972 and the Americans with Disabilities Act.

1

Adapted by Kevin Palmer, 4-H Youth Development Agent and the Wisconsin 4-H Strengthening the Vitality of 4-H Community Clubs Team, Club
Development Action Team, with permission of the author: “4-H Charters: Frequently Asked Questions” by Joseph R. Hunnings, Extension
Specialist, 4-H Youth Development, Virginia Cooperative Extension, 2006.

Additional sources:

Wisconsin 4-H Policies http://www.uwex.edu/ces/4h/resources/policies/documents/WI14HYouthDevelPolicies608.pdf and National 4-H
Headquarters Fact Sheet: Charters: The Key to Official Recognition http://www.national4-hheadquarters.gov/library/4h_polregs.htm

12



What are the minimum requirements to charter a new 4-H club?

1. Meet the aforementioned minimum requirements for a 4-H club.

2. Signed enrollment forms on file for all member and volunteer leaders, and adult leaders must be
approved through the Youth Protection process. Enroliment forms include the volunteer behavior
expectations for adult volunteer leaders.

3. Complete a New 4-H Club Charter Application Form or Charter Renewal and submit it to the
County UW-Extension office.

What are the minimum requirements for the annual 4-H Charter renewal for clubs?

1. Conftinue to meet the minimum requirements for a 4-H club.

2. Signed enroliment forms on file for all member and volunteer leaders, and adult leaders must be
approved through the Youth Protection process. Enroliment forms include the volunteer behavior
expectations for adult volunteer leaders.

3. Complete and retum the 4-H Club Charter Renewal Formn For Existing 4-H Clubs by December 1
of the current 4-H year to the County UW-Extension office.

What are the minimum requirements to charter a new 4-H committee or group?

1. 4-H Youth Development Professionals will need to decide which 4-H committee and/or groups
need to be charterad in their county.

2. Chartering should be based on the degree of autonomy that the 4-H commitiee or group has. The
more autonomous the committee or group is, the more accountable they will need fo be and
therefore should be chartered. All groups or commitiees that handle finances and have a
checkbook must e chartered.

3. Signed enroliment forms on file for all member and volunteer leaders, and adult leaders must be
approved through the Youth Protection process. Enroliment forms include the voluntesr behavior
expectations for adult volunteer leaders.

4. Complete and submit the Charter Application Form for Mew Committees/Groups to the County
UW-Extension office.

¥What are the minimum requirements for the annual 4-H Charter renewal for committees

and groups?

1. Continue to meet the minimum reguirements for a 4-H commities or group.

2. Signed enrcliment forms on file for all member and volunteer leaders, and adult leaders must be
approved through the Youth Protection process. Enroliment forms include the volunteer behavior
expectations for adult volunteer leaders.

3. Complete and submit the Charter Application Form for New Committees/Groups to the County
U'W-Extension office.

How does a 4-H group receive a charter and renewal?

The organizational leader of a 4-H group submits the appropriate charter application or renewal form
to the County L'W-Extension office. Groups that are district or state level will submit their charter
application or renewal form to the State 4-H Youth Development office. The county or state 4-H staff
member will approve and present the charter cerificate to the 4-H group.

Pleaze see below to determine the appropriate form. Formmnz should be submitted to the county LIW-

Extenzion office.
Tvpe of 4. H Group LCharter Form
Mew 4-H Clul Charter Application Form for New Clubs
New 4-H Committee/Group Charter Application Form for New Committees/Groups
Existing 4-H Club Charter Renewal Form for Existing 4-H Clubs

Existing 4-H Committes Charter Application Form for Existing Committees/Groups

Adapted by Kevin Palmer, 4-H Youth Development Agent and the Wisconsin 4-H Strengthening the Vitality of 4-H Community Clubs Team, Club
Development Action Team, with permission of the author: “4-H Charters: liyequently Asked Questions” by Joseph R. Hunnings, Extension
Specialist, 4-H Youth Development, Virginia Cooperative Extension, 2006. 13
Additional sources:

Wisconsin 4-H Policies http://www.uwex.edu/ces/4h/resources/policies/documents/WI14HYouthDevelPolicies608.pdf and National 4-H
Headquarters Fact Sheet: Charters: The Key to Official Recognition http://www.national4-hheadquarters.gov/library/4h_polregs.htm



When should a 4-H group seek a charter?
4-H charters are issued when establishing a 4-H entity. Charters are to be remewed annually. All
Wisconsin 4-H groups listed abowve must have a charter by January, 2010.

An existing 4-H group that has documentation of an existing charter may continue to operate under its
present charter as long as the group meets the minimum Wisconsin 4-H charter requirements for
groups listed above and is operating under the original group name for which it was chartered.

If an existing 4-H group does not have a charter, the organizational leader should work with the group
and the county or state 4-H staff member to meet the charter requirements. An existing 4-H group
that has misplaced its charter cerificate should reapply for a charter. Charter renewal packets are due
by December 1 of the curment 4-H enroliment year.

For mew 4-H groups, applications for 4-H Charters can be submitted at any time during the year.

How long is the 4-H Charter valid?

A 4-H Charter iz valid for the calendar year in which i is issued, January 1 - December 31. Groups
can maintain their charters each year by complying with the renewal requirements. Beginning in 2009
all chartered 4-H groups must submit a charer renewal form by December 1 of each year.

What circumstances might result in the loss of a 4-H Charter?

Failure to meet the minimum 4-H group charter requirements or the renewal requirements, changes in
the 4-H group name, disbanding or separation of the group into multiple entities, or failure to follow
Wisconsin Cooperative Extension/d-H policies can result in the loss of a 4-H Charter.

The 4-H staff member providing leadership to the 4-H group, in consultation with the State 4-H Youth
Development Program Director has the right to revoke a 4-H group’s charter in their county. 4-H
groups may re-apply for a charter.

After a group lozes itz charter (for whatever reason) it can no longer use the 4-H name or emblem or
raise, allocate, or disburse funds in support of 4-H programs. The group no longer has tax exempt
status.

When the acticns of a volunteer on behalf of a group results in the loss of the group’s charter, the
other members and leaders are siill eligible to continue their involvement in 4-H by affiliating with a
different chartered 4-H group.

What dre the 4-H group leader’'s responsibilities as related to 4-H Charters?
Be informed of the requirements for chartering 4-H groups.

+ |f serving as a leader of an existing 4-H group, ensure that it has a valid charter by checking with
the 4-H staff member providing leadership to the 4-H group.

* |fthe 4-H group does not have a valid charter, take the necessary steps to bring it into compliance
as a Wisconsin 4-H chartered group.

+ |f zerving as a leader of a new 4-H group, work with the 4-H staff member in your local Extension
office to become chartered.

+  Make sure that the 4-H group renews its charter annually by December of each year.

* |nform the appropriate 4-H staff memiber if the 4-H group no longer complies with the charter
requirements or no longer wishes to be a chartered 4-H group.

Adapted by Kevin Palmer, 4-H Youth Development Agent and the Wisconsin 4-H Strengthening the Vitality of 4-H Community Clubs Team, Club
Development Action Team, with permission of the author: “4-H Charters: Frequently Asked Questions” by Joseph R. Hunnings, Extension

Specialist, 4-H Youth Development, Virginia Cooperative Extension, 2006. 14
Additional sources: 3

Wisconsin 4-H Policies http://www.uwex.edu/ces/4h/resources/policies/documents/WI14HYouthDevelPolicies608.pdf and National 4-H

Headquarters Fact Sheet: Charters: The Key to Official Recognition http://www.national4-hheadquarters.gov/library/4h_polregs.htm



What are the responsibilities of the County 4-H Staff Member as related to 4-H

Charters?

* Be informed of the requirements for chartering 4-H groups.

*  Provide 4-H Charter and Renewal informiation to all 4-H groups in your county such as clubs,

leaders associations, committees, etc.

Assist new 4-H groups in your county in completion of the charter and renewal applications.

Process charter applications for 4-H groups.

Present 4-H groups in your county with their charter certificate. Keep a copy in 4-H group files.

Make zure that all of the chartered 4-H groups in your county renew their charfers annually by

December 1.

* Provide educational support for 4-H clubs, committees and groups that are having difficulty
completing their application packets. Open communication and educational support is expected.
Thiz may include a phone call or meeting with the group’s leadership. It may include training and
guidance.

* Revoke the charter of 4-H groups for failure to comply with charter requirements discussed in this
publication.

* Maintain curmment records of the status of chartered groups in your county. Thiz is reported to the
State 4-H office in your annual 4-H Mame and Emiblem Use and Expansion and Review Report,
due annually on January 15 to the State 4-H Youth Development Program Director.

# Assyre that multi-county and district 4-H groups that your county is involved in are chartered.

What are the responsibilities of the State 4-H Youth Development Office and State 4-H

Staff members with 4-H Charters?

*  Monitor and revise as necessary, the policies for chartering 4-H groups.

+  ‘Work with advising 4-H Youth Development staff members to provide 4-H charter information to all
district and state-level 4-H groups.

+ A=sist where necessary to ensure existing district and statedevel 4-H groups all have a valid

charter before January, 2010.

Assist new 4-H groups at the district and state level to become chartered.

Process charter applications for district and state 4-H groups.

Prezent district and state 4-H groups with charter cerdificates. Maintain records in 4-H group files.

Aszsist in azsuring that all district and state chariered 4-H groups renew their charters annually .

Consult with county 4-H staff members conceming charter renewal and support issues including

charter revocation of local 4-H groups.

+ Revoke the charter of district and state 4-H groups for failure to comply with charter requirements
dizcuszed in this publication.

* |n cooperation with advising 4-H Youth Development staff members, maintain cument records of
the status of chartered groups at the district and state level.

+ Assist counties with charter records maintenance and reporting.

+ Report charter statistics to Nafional 4-H Headquarters as required.

Adapted by Kewin Palmer, 4-H Youth Development Agent and fhe Wizconzin 4-H Sirengthening the Vitality of
4-H Community CGlubs Team, Club Development Action Team, with permizssion of the author: “4-H Charfers:
Frequentfy Asked Questions™ by Joseph R. Hurnings, Extension Specialist, 4-H Youth Development, Vinginia
Cooperative Extension, 2006.

Addifional sources: Wisconsin 4-H Palicies

hitp: e, iwes. edwiee L] ocumenteWI4H YouthDevelPolicies608. pdf and National 4-H
Headguarfers Fact Sheef: Charers: The Key fo Official Recognifion. i Seww nalionald

hha . i h i

L = An EECUAA empioyer, University of Wisconsin-Exbension provides equal opportunities in employmen and
EXTEHEJEH programning, including Tite [ and American with Disatiliies [ADA) requisements. & 2008 by the Board of Regents of
=S, the University of Wisconsin System. Developsd by fe Wisconsin 4-H Ofice, £31 Lowed Hall, 610 Langdan St
Madison, W 53706, The 4-H name and emilem are fiederlly peolecied under Tite 18 US Code TO7. 15
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\ik® EXISTING 4-H CLUBS
/N’ WISCONSIN 4-H ANNUAL CHARTER RENEWAL

DIRECTIONS

4-H Club Charters will be renewed for January 1 to December 31 of each year. Charters will be
based on the completion of thiz “Wisconsin 4-H Annual Charter Renewal” packet for existing 4-H
Clubs. Help iz available from the local 4-H Youth Development Staff and 4-H Community Clulb
Ceniral Website: httpfaww uwex edufces/dh/clubsfindex.cfm.

All sections in this packet must be completed by the club leadership team. K is highly encouraged that
youth officers be involved in this process. All information provided will be used by staff. Thank you for
your time in being complets.

To be authorized to use the 4-H name and emblem, all 4-H Clubs must complete and refumn this
packet by no later than December 1 to the County UW-Extension Office.

Why Are Charters Hecessary?

University of Wisconsin-Extension grants 4-H Charters, which formally recognize a group®s affiliation with
4-H and grant that group permission to use the 4-H name and emblem. To be a charered 4-H Club in
Wisconsin, the following requirements need to be met and maintained:

Clubr name:

Five or more youth from at least three families

Adult leadership that has been approved through the Youth Protection process

Educational plan which mests the purposes of the 4-H program

Youth involvement in leadership and decision-making

Meet on a continuing basis

Hawve written operating guidelines, bylaws or constitution approved by members to govern the club
Open to any youth eligible for 4-H membership, regardless of race, color, creed, religion, sex,
national origin, dizability, ancestry, sexual onentation, pregnancy, and marital or parental status.

Sources: Wizconazin 4-H Youth Development Policies; National 4-H Policies and Regulationz: Using the 4-H Name
and Emblem; Whaf iz a 4-H Club?; Charfers: The Key o Official Recognition; and Tax Exempf Siatus for 4-H Clubs

WISCONSIN 4-H GREEN GUARANTEE

4-H Charters also ensure that groups using the 4-H name and emblem are meeting the following
components of the “Wisconsin 4-H Green Guarantee” and providing opportunities for 4-H members to
develop and leam through 4-H.

In Wisconzgin, 4-H Clubs guarantee youth members the opportunities to:
+ Develop positive relationships with peers and adults;
+ Be actively involved in their own leaming;
* (Confribute as active citizens through community service and leadership;
+ Develop skills that will help them succeed,
+ Recognize, understand and appreciate others;
=  Have fun.

Wisconsin 4-H Annual Charer Renewal -1- Publication No. GRO1
Lipdafed August 2009
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&T& EXISTING 4-H CLUBS
: 4-H CLUB LEADERSHIP INFORMATION

County:

MName of 4-H Club:

Dateivear the 4-H Club began:

MName of main 4-H Club contact:
E-mail:
Home Phone: Cell Phone:

Co-Leader(s) f Assistant({s):
Co-Leader(s) / Assistant{s):
Co-Leader(s) / Assistant(s):

Did one or more leader(s) from your club attend the annual club leadership team training? This is not the
Youth Protection Volunteer Orientation Training.) O Yes O No

If yes, please list names:

Officers: (please complete those applicable to your 4-H Club)

President:
Vice-President:
Secretary:
Treasurer:
Reporter.
Cther:
Cther:
Other:

EXISTING 4-H CLUBS
CURRENT YEAR 4-H CLUE MEETING INFORMATION

Regular 4-H Club meeting time: Day of month: Time:

Location where 4-H Club meetings normally will be held:

Iz the meeting site handicap accessible? OO Yezs [ No

Wisconsin 4-H Annuzal Charfer Renewal -2- Publication No. CRO1
Uipdated August 2009
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What was included in your monthly meeting routine? (Please check all that apply)

O Business meeting [ Educational program
[ Foodiznacks 1 Sharingiget acquainted activities
O Recreation/games [ Project mestings
O Demonstrations O Other:
How did you communicate with families in your 4-H Club? (Please check all that apply)
1 Phone tree [ Club meeting announcements
O E-mail O Club website 1 County wehsite
O Club newsletter O Other:

O Letters / postcards

How did your 4-H Club help new families?

How did your 4-H Club involve youth in making decisions?

How did your 4-H Club assist new leaders?

Please list the communily service activities your 4-H Club completed in the past year.

Wisconzin 4-H Policies state that every 4-H Clul must have written operating guidelines or bylaws.
Do you have written operating guidelines or bylaws? O Yes O No
If yes, date reviewed by members

Please attach ane copy of your 4-H Cluby's written operating guidelines or bylaws to this form.
Samples are available at 4-H Community Club Central: hitpfeww.uwex edu/cesidh/clubsindex. cfm

We agree to make all reasonable efforts to assure participation in our 4-H Club iz open

year-round to all interested youth (of eligille 4-H grade) and adults regardless of race, color, creed,
religion, sex, national origin, dizability, ancestry, age, sexual orientation, pregnancy, and marital or
parental status.

Organizational Leader Signature Liate

4-H Club President Signafure Dafe
Wisconsin 4-H Annual Charter Renewal -3- Publication No. CGROH
Updated August 2003
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F‘:: ¢9| EXISTING 4-H CLUBS
¢7I8¥| UPCOMING YEAR 4-H CLUB CALENDAR PLANNER
Upcoming Planning Year: 4-H Clulby:

4-H Cluly Goals for the Year (e.q. increase membership, three educational speakers throughout the
year, two club family activities, increase attendance at meetings, new community service project.)
1.

2
3

Note: If your 4-H Club uses a different calendar document, feel free to attach that instead of
completing the following calendar planner.

Committes
Month Meeting Logistics Meeting, Event, Activity* Person(s)
Responsible
Buginesy Iteamy: Election of
Officery; Commuunily Service
idea-for fall; form-Heliday
SAMPLE | September12, 7:00 pom. | Loy Commilize Mr3: Smith,
Clever Center Town Hall Guesl Joane Heart
speaker, Clever Center Police
Officer
Recrealion/Refreshmenty:
Smithe Faumely
Holiday Pasty
SAMPLE | December .
Clulr Holiday Party Comumiiize - Kelly
Clever Center Town-Hall- o ..
Jones
October
MNovember
[ December

* The three parts of effective 4-H meetings are business, education and recreation

Wisconsin 4-H Annual Gharfer Renewal -4- Publication No. GRO1
Updafed August 2009



Month Meeting Logistics

Meeting, Event, Activity

Committee
Person(s)
Responzible

January

-Eemnmwy

March

April

May

June

July

August

September

Wisconsin 4-H Annual Charfer Rencwal
Updafed August 2003

Publicafion No. CRO1
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EXISTING 4-H CLUBS
ANNUAL FINANCIAL REPORT

Mame of 4-H Club:

All 4-H Clubs are required to submit a financial record and audit report to the County UW-Extension
Office once each year. Federal regulations goveming the use of the 4-H name and emblem require
annual financial reportingfaccountability of all organized 4-H units. Funds raizsed in the name of 4-H
must be publicly accountable and must be used for 4-H purpeses. Failure to annually submit the
financial report could result in loss of approval to use the 4-H name and emblem.

EIN (Federal Tax ID #) W1 or Tribal Tax Exempt Number (if your club has one)

The annual 990 IRS required filing has been completed: 0O Yes [0 Mo Attach a copy of verification.

Fiscal Year: Complete the following information based on the time period October 1 — September 30,
(Year). Note that October 1 through September 30 is the suggested reporting year for 4-H
Clubs. If your fiscal year is different, please provide the dates:

3 L5 at, Your club’s financial report
I|I|.|i| I:le H.Ep't on file i |n the Cﬂunl‘y‘ LIW- Extensmn Dfﬁt:e and maf.r be shared with the 4-H Leaders’
Association Treasurer.

Annual Accounting

Beginning Balance
Checking Account 5

Savings Account {(combine all savings, money market, CO's, efc) 5
The categories/sub headings Nsted under funds received and funds disbursed are suggestions. 4-H Clubs
shouwld feel free o adapt the calegones/sub headings so they best apply to your club.

Fund Raising/onations 5
Dues 5
Other 3
Total Funds Received 5

Funds Disbursed
Dues Paid to County (if applicable) %
Educational Supplies 3
Community Service Expenses 5
5
3

Recreation
Other
Total Funds Disbursed 3
Ending Balance
Checking Account ]
Savings Account {combine all savings, money market, CO's, efc.)

w“

Wisconsin 4-H Annual Charfer Rencwal -B- Pubilicafion Mo. GROY

Updated August 2009
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Accounts Information
Checking Account Information
Acoount Mame (exactly as it appears on the bank statement)

Bank Mame and Location Account Number

Savings Account Information
Account Mame (as it appears on the bank statement)

Bank Mame and Location Account Number
Other A Inf ion (if licabl

Account Mame (as it appears on the bank statement)

Bank Mame and Location Account Number

Authorization — Names of people authorized on any accounts. K iz strongly recommended that each
account have two or more unrelated people authorized on all accounts. One youth and one adult are
recommended.

Iz there anybody else that may be handling/collecting money in your cub during the 4-H year? (eg., club
leaders helping with fundraisers)

If yes, please list
Financial Report Signatures
Completed by:
Criganizational'General Leader Signature Date
Club Treasurer Signature Date

This financial report must be audited by an adult unrelated to the person whio completed the report and
whio is not directly involved with the club’s finances. The auditor must review and verify all accounts. it is
5 that two e review the books: one auditor signature is ired.

T have reviewed the pertinent records refafing to the above financial accounts, veriied the information and
believe that the balances shown are comect.”

Audited by:

Auditor Signature Date

Auditor Signature Date

Naote: Uipon dissoiution, 4-H Clubs wilh assefs must fum over those funds fo a recognized 4-H Club or Group
with the approval of a County UW-Extension sfaff member responsilie for oversight of the 4-H program.

LIV - An EEQVAA employer, University of Wisconsin-Extension provides equal opportunities in
Exrﬂ.lsmn employrment and programming. inchuding Title 1X and American with Disabilities (ADA)
requirements. & 2008 by the Board of Regents of the University of Wisconsin System.
by the Wisconsin 4-H Office, 431 Lowell Hall, 810 Langdon 5St.. Madison, Wl 53703, The 4-H
name and emblem are federally protected under Title 18 U5 Code TO7T.

Wisconsin 4-H Annual Charfer Renewal -7- Publication No. GRO1
Updated August 2009 99
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18 USC 707

Wisconsin 4-H SAMPLE CONSTITUTION AND

Community By|] AWS FOR 4-H CLUBS
v Clubs N

a2

This sample form may become the constitution and byJlaws of your club by filling in the blank
spaces, amending as necessary and being approved by the membership. This formn can be
adapied for 4-H groups and commitiees

CONSTITUTION

Article | — Hame

The name of this clulb shall be 4-H Cluky.

Article Il — Purpose
The purposes of this club are to

Article lll — Membership

Section 1. A club member must be in first grade and may continue in the 4-H Club through the
next 4-H year following their graduation from high school. First and Second graders are enrolled
as Cloverbuds.

Section 2. Open to any youth within grade parameter — regardless of that person's race, color,
creed, religion, sex, national ongin, disability, ancestry, sexual onentation, pregnancy, mantal or
parental status. (Add any other perfinent club membership policies.)

Section 3. The following requiremenis must ke met to hold a 4-H charter and be recognized as a
4-H club im County, Wisconsin

Club mame

Five or more youth from at least three families

Adult leadership that has been approved through the Youth Protection Program
Educational plan which meets the purposes of the 4-H program

Youth involvement in leadership and decision-making

Meet on a continuing basis

Hawe written operating guidelines, bylaws or constitution approved by members o govemn
the club

= Complete the 4-H Annual Charter Renewal Packet that includes critical communication,
legal, fimancial and educational accountability requirements. This iz submitied to the county
UW-Extension office by December 1 annualby.

23
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Article IV — Officers

The officers of this club shall be a president, vice-pregident, secretary, freasurer, .
. (Add age requirements, if any; term of office; etc.)

Article V — Amendments

The constitution may be amended by a (simple or 2/3) majority vote of the total membership at any
regular meeting (optional — provided nofice of such amendments shall have been given at a
previous mesting.)

Article V1l — Club Leadership

The club shall be under the direction and guidance of local club leader(z). Open to all adults
regardiess of that person's race, color, creed, religion, sex, national origin, disability, ancestry, age,
sexual orientation, pregnancy, marital or parental status. All adult volunteers are required fo
participate in the Wisconsin 4-H Youth Protection Program. There shall be such assistant leaders,
project leaders and youth leaders as are needed to properly advise and assist in camying on the
vanous prujects. and in mndu::hng the club pmgram Dphuns. fur Ieadershlp are uuﬂlned at:

Article V1 — Dissolution Clause

The county 4-H Leaders Association must include a statement of dissolution in its bylaws similar to
the following: Upon dissolution of the association, any assets remaining shall be conveyed to a 4-H
Youth Development program or 4-H Youth Development Foundation as selected by the affimmative
vote of the majority of association members enfitled to vote.

A 4-H club, group or committee must use the following dissolution clause: Upon dissolution of the
4-H Club any aszets must be tumed over to a recognized 4-H club/unit’group, with the approval of
the 4-H Leaders Association and the county 4-H Youth Development staff.

BY-LAWS

Article | — Election of Officers

Section 1. {Describe cluby's nomination process)

Section 2. The officers shall be elected by ballot at a regular meeting designated for the
purpose. (Add month, if known)

Section 3. All members are eligible to vote.

Section 4. Ties for election of office are to be broken by

Section 5. (Describe process for replacing officers who cannot fulfill their terms. )

Article ll — Duties of Officers

The president shall preside at all club meetings. In the absence of the president, the
vice-president shall preside. The secretary shall keep a record of all proceedings of the cub. The
treasurer shall receive and take care of all money belonging to the club and shall pay it out upon
order of the president and shall keep an accurate record of all money received and paid. The club
reporter will serve as public relations officer and shall prepare news reports of the club'’s meeting
and activities and send them to the local papers as occasion demands. (Adapt as needed)

24



Article lll — Regular Meetings

The regular meetings of thiz cub will be held at on the of
each month.

Article IV — Quorum

A majority of the members of the club will constitute a quorum. A quorum must be present when
business is transacted. (oplional)

Article V — The Club Year

The 4-H year iz continuous should be dated congistent with the county 4-H Leaders Association
annual year.

Article V1 — Rules of Order

Robert's Rules of Order shall govem the meetings of the club.

Article VIl — Club Reporting

Annually, complete the 4-H Annual Charter Renewal Packet that includes critical communication,
legal, financial and educational accountability requirements. This iz submitted to the county UW-
Extension office by December 1.

Article VIl - Additional Club Policies

{Include any additional continuing club rules, guidelines, expectations or policies not listed above:

dues, commitiees, achievement requirements, record books, project exhibition, fund raising, club
trip, etc.)

Date:

President:

Secretary:

m {An EEQUAA empioyer, University of Wisconsi Exiension provides equal oppohnities in employment and
peogramming, including Tite [ and American with Disabiifes (ADA) requirements. & 2004 by the Board of

Riegents of the Liniversity of Wisconsin System. Developed by e Wisconsin 4-H Office, 431 Lowell Hall, 610

Langdon 5L, Madison, W1 53703, The 4-H name and emblem are federally protecied under Tite 18 US Code 707
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4-H Club Officers

As a leader one of the most important things you can do to ensure that your meeting runs
smoothly is to carefully explain to your officers what their duties are. Allow them to do their
jobs with minimal supervision, but make sure you are available to help when questions arise.
Below are some quick definitions of each office with additional information for each position

in the following pages.

President Vice President
* Presides at meetings « Presides at meetings when president is
« Gets room ready and begins meetings absent
on time « Handles other jobs in club (presides as a

« Arranges for vice president to preside chair of committee)

at meetings when necessary
« Asks for volunteers

« Works with members and volunteers to Treasurer

plan programs Attend datory ¢ rain
] ) . end mandatory treasurer trainin
» Meets with leaders and other officers to y g

plan meetings * Receives and keeps a record of money in

- . . the 4-H club treasury
« Casts deciding vote in case of tie ] o )
« Responsible for depositing money in the

club account

« Pays out approved money for the club
Secretary

 Keeps minutes of all club meetings
(written record of what is done and

said) Other Possible Offices
. (Iigﬁisnﬁgilrl]s a list of all members and Reporter — Creates news and radio articles

- Reads any correspondence Historian — Maintains club scrapbook

» Writes any club correspondence

For detailed information about the duties of each officer or any

guestions contact the 4-H Youth Development Agent. 26

The Key to & Great 4-H Meeting fs Having Great Club Officers
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ou, and all 4-H officers, are
i representatives. You represent not only
the loeal group, but the whole 4-H

propram. Your skills and abilities, standards
and ideals, grooming, speech, and even smilas
represent 4-H'ers everywhere. Representing
others is one of your most important responsi-
bilities because it existz at all imes—not
just while you are at the 4-H meetings.
Those who are not acquainted with 4-H,
judge it by its officers.

As President, I will . . .

__propare meeting apendaz with kKey leader(s)

__notify leader and vice president several
days before a meeting if I must be absent

__preside at meetings

__follow parliamentary procedure in a
courteons and tactful manner

__make guests feel welcome
__help other officers carry out assipnments

__emcourage everyone to participate in the
meeting

__avoid dominating the meeting by giving too
many personal opinions.

__make sure everyone serves on a committee
some time during the year

__delegate responszibilities rather than doing
everything myself

__pive others credit for jobs they do

__thank those who participate im the program
or those who help make arrangements

__represent my group proudly at other
meetings and events

__attend as many 4-H meetings and activities
as possibla

__be prompt and enthusiastic

Guidelines for Conducting

Business Meetings

A well-planned 4-H meeting consists of the
busziness meeting; an educational program that
may be talks, discussion, presentations, or
gpacial speakers; and recreational activities.

Generally the group meeting follows this order:

4-H Business Meeting Agenda
1. Call to order

2. Pledge of Allegiance, song, or opening
thought

Roll call and introduction of visitors
Minutes of previous meeting
Treasurer's report

Report of officers and committess
Unfinished business

New business

. Announcements, leader’s report

10. Adjournment

11. 4-H Fledge

1. Call to Order

The president rises and says, “The meeting will
please come to order.” Meetings should begin
and end promptly, according to stated times.

900 =M oo L

2. Pledge of Allegiance, Song, or Opening
Thought

The president or someone ha'she assigns leads
the group in the pledge. One or two lively songs
make a good beginning for 2 meeting. A
thought for the day or similar activity could be
substituted.

J. Roll Call and Introduction of Visitors
The president stands and says, “The secretary
will please call the roll.” The secretary remains
seated and announces how roll call is to be
answered, then calls the names of the 4-H'ers.
All visitors should be introduced to the proup at
this time.

4. Minutes of Previous Meeting

The president stands and says, “The secretary
will read the minutes of the last meeting.” The
secretary rises and addresses the chair. “Mr.
{or “Madam") President,” then reads the
minutes and is seated.
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The president asks, “Are there any additions or
corrections to these minutes? (waits a moment)
If not, they stand approved as read.” If there
are corrections, the corrections are made and
the president continues, “Are there any further
corrections to the minutes? (waits a moment)
There being no further corrections, the minutes
will stand approved as correctad.”

5. Treasurer's Report

The president asks, “May we have the
treasurer's report?™ The treasurer rises and
addresses the chair, reads the treasurer's
report, and is zeated. Generally no action is
required on this report.

6. Report of (Officers and Committees

The president may have plans or ideas to
report. The secretary reads any correspondence
that has been addressed to the group.

The president asks the chair of each committes
to report. The president says, “Will the chair of
the committee please report?™

The chair rises, addresses the president, and
gives the report.

The president says, “What will you 4-H'ers do
with this report?”

If action is recommended by the committee, a
motion needs to be made to adopt the report.
{Bes Method to Make a Motion.}

7. Unfinished Business
Thiz part of the meeting contains business that
was not completed at earlier mestings.

Prezident: “Is there any unfinizshed business?"
If the answer is “Yes,” then that business is
brought before the 4-H'ers. If not, the president
goes on to the next section of the meeting.

8. New Business
MNew business allows time for 4-H'ers to submit
new ideas for the group to consider.

President: “We are now ready for new business.”

The 4-H'ers must address the president and
explain any new business they have. Any action
taken by the proup must be stated az a motion
{“l move we have a bake sale.”) and follow the
motion process,

Method to Make a Motion

A motion needs to be made by a 4-H'er if
the club is to take action on an item of
businoss. A 4-Her addresses the
president and says, “ I move that we have
a bake sale.”

The secretary records the motion with the
name of the person who made the motion.

Socond 4-H'er: “I second the motion.”

President: “If is moved and seconded that
we have a bake sale. Is there any
discussion? (Discussion usually follows;
gvery speaker addresses the president
and is recognized before talking.)

Prezident (when all discussion has
ended): “All in favor (repeat the motion)
say Yes', opposed MNo.™ If the motion
carried, the president says, “The motion
is carried.” If more people voted ‘No’
than “Yes,” the president says, “Tha
motion is lost.”

9. Announcements, Leader's Report
Preszident: “Are there any announcements?™
The program for the next meeting is announced
by the vice president. The place, date, and time
of the next meeting and activities also are
announced.

10. Adjouwrmment
The president asks, “Is there a motion for
adjournment?™

4-Har: “Mr. (or “Madam™) President.”
President: “John”

4-H'er: “I move that we adjourn.”
Second 4-H'er: “I second the motion.”

Prezident: “It is moved and seconded that we
adjourn. All in favor say “Yes'; opposed ‘No.”
The motion is carried and the meeting is
adjourned.”

11. 4-H Pledge
The president appoints someone to lead the
group in the 4-H Pledge.
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Two Methods to Use for Decision Making

Method One — Parliamentary Procedure

Parliamentary procedure can be an effective
way for a 4-H club to conduct business. It helps
keep order by introducing structure—only one
item can be discussed at a time. It helps groups
reach decisions through majority rule, yet
ensures that everyone has a voice. Depending
on the skills of your club members, you can
choose to follow simple, informal, or formal
parliamentary procedures.

Stmple

Characteristics — No formal agenda; group
discusses business until they agree on what to
do; usually no officers; open discussion.
Settings — Project meetings, small groups,
sessions with younger members.

Informuol

Characteristics — Flexible meeting agenda;
basic parliamentary procedures; chairperson or
elected officers; controlled discussion.

Settings — 4-H mestings, school'churchicivic
organizations.

Formal
Characteristics — Precise meeting agenda;
standard parliamentary procedures following

Robertz’ Rules of Order; elected officers.
Settings — Large gatherings, legislative bodies;
large 4-H meetings, FFA formal meetings.

Steps for Decision Making under
PMarliamentary Procedure

1. Motion — A motion is a request that
something be done or that something is the
opinion or wish of the group. Only one motion
should be placed before the group at one time.
It iz debatable and amendable.

2. Second— Someone from the group must
“spoond” the motion (apres to the motion) so
that it can be discussed.

3. Discussion — The motion “on the floor” is
discussed by all members, addressing the pros
and cons, etc.

4. Restate the motion — The president
restates the motion before the group votes.

3. Vote — The group votes by voice — ves'no;
by show of hands; by standing; by secret ballot;
or by roll eall vote.

Problems for Presidents

Problem

The older members of the Peppy Pals 4-H club
usually dominate the discussion of motions. The
younger members hesitate to say anything and
spem embarrassed when they must address the

Solution

chair. How would you make sure that all
members of the club have a chance to speak on
the motion being discussed?

For additional information, ask for PM 1781, Stmplified Pariizmentary Frocedre, at your county office of [SU Extension.
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Method Two — Consensus Decision Making

Sometimes proups have trouble making
decizions or solving problems. Parliamentary

procedure may seem to get in the way and
cause members to foel they do not have a
chance to share their ideas. When this happens
in your group, ¥ou can use consensus decision

making.

Under this method, the group reaches
agreament on an issue that they have been
dizscuzzsing. The method encourages each
member to suggest ways to solve a problem.
The goal is to give everyone the opportunity to
share ideas and thoughts with the proup.
Consensus results in creating many ideas,
which usually leads to a solution that everyone
finds acceptable. Rather than having one side
win, all members accept the final decision and
feel responszible for carrying out the decision.

Steps for Consensus Decision Making
1. Defindtion — Define or explain the problem
that needs a decizion.

2. Ideas — Give everyone a chance to suggest
ways to solve the problem.

3. Mscussion — Discuss the ideas that have
been sugpested. They can be changed or
improved as they are discussed.

4. Selection — Decide on the best idea to solve
the problem. Everyone may not agree that it is
the best solution, but everyone should agree to
accept the solution and help make it work.

5. Action Plan — Put the decision into action.
Decide who will do what, by when, and how.
Record these items in the minuotes.

6. Evaluation — Evaluate the solution after
trying it. Determine how well it is working, and
make some changes, if necessary.

Consensus decision making will not work if:

* Someona in the group blocks the consensus
process to promote his or her own ideas.

* The group has members who always want
their own way.

* The discussion does not stay on the topic.

* The group has little time or patience.

Problems for Presidents

Problem

The Peppy Pals 4-H club has been discussing
possible fund-raizing activities for some time
without reaching a decision. Many members

Solution

have offered various suppestions for product
gales. What can you do as President to help the
group reach a decision?

Consensus Decision Making taken from

Biagl, Bob. Working Together: A Manuwal for Helping Grovgs Work More Effeceiely, Citizen Involvement Training, Division
of Continuing Education and Cooperative Extension Service, University of Massachusetts, Amherst, MA 01003
Building United Fodgment: A Handbook for Consensus Decision Making, The Center for Confliet Resclution, 731 State

Streat, Madison, WI 53703,
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Program Plan for

Place Date

4-H Meeting

Time

Pre-meeting Activities

Meeting
Call to order
Pledge of Allegiance, song, or opening thought:

Foll call and introduction of visitors

Minutes of previous meeting

Treasurer's report

Report of officers and committess

Unfinished bu=iness

MNow businpss

Announcements, leader’s report

Adjournment

4 H Pledge
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Program Plan for 4-H Meeting (continued)

Program
Recreation
u-;

Officers and leaders should plan in detail at You can copy this form and use it to plan
least one week prior to the meeting and notify regular 4-H meetings. To downlead a copy of
each person with a part on the program so he or this form from the Internet, go to
she will be prepared. Planning ahead and noti- httpwww.extension.jastate.eduw/pubs’
fying participants means faster, better buzsiness Maszterlist.html#4-H and click on 4H71A,
meetings and more interesting programs. President’s Guide.
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Practice for Presidents
Arrange these regular meeting items in order.

— Treasurer's report

Pledge of Allegiance

Unfinished business

— Committee reports

— (Call to order

Problems for Presidents

Problem Wiseacres 4H Group has a very

good recreation leader; every meeting starts with
two or three games and activities and lots of fun.
It's difficult to get the business meeting startad.

Solution

Roll eall
— Pledge to 4-H flag
Adjournment
__ Now business

— Minutes of last meeting

Everyone iz quiet for the pledge and roll call, but
as soon as that is finished everyone wants to talk
and continue to have fun. As president is thore
anything you can do to help the problem?

Problem Tom is president of the 4-H group.
In the past year several 4-H'ers have dropped
out of the club. Tom is very concerned about it
because it has always been a very active group.

Solution

The active 4-H'ers are Tom's closest friends and
also are the other officers. It's usually the
officers who do all the jobs. How can Tom help
his 4-H group?

IOWA STATE UNIVERSITY
University Extension

Hplpiog you apansp e ot

. . . and juctos for all

The U.3. Depariment of Agriculure [USDA) prohbits discriminaon in al Es
programs and acivibes on e basls of e, colorn, nabonal origin, gender,
reldgion, age, disabilty, poltical belefs, senml orientation, and markal or family
siabes. (Mof all prohibied bases apply o al programs. ] Many materials an be
maxde avmlable In aftemaive formais for ADA dients. To flle a compiaint of

discrimination, wrfle US0OA, Ofce of Ghil Rights, Room 326, Whiken
Buliding, #4th and Independence Avenue, SW, ‘Washingion, DC 20250-5410 or
call Z0Z-T20H-5564. |sswed In furferance of Cooperabive Extension work, Acts
of May B and June 30, 1514, In cooperabon with the LS. Deparfment of
Agricubure. Stankey R Johnson, direcior, Cooperathve Eviension Senvioe, lowa
Siate UniversEy of Soence and Technoiogy, Ames, lowa.
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ou, and all 4-H officers, are

Yrepres&ntativ&s. You represent not only

the local group, but the whole 4-H
proeram. Your skills and akilities, standards
and 1deals, grooming, speech, and even smiles
represent 4-Hers everywhere. Representing
others it one of your most lmpurta.ut respnnsl-
bilities because It Xists at all imes—not just
while you are at the 4-H meetings. Those who
are not acquainted with 4-H, judge it by its
officers.

As Vice-president, I will ...

__consult with the president on plans or
gpecial work needing to be done.

__confidently preside at the meeting in the
ahzence of the president.

__Tepresent my group at other events in the
ahsence of the president.

__work with the leaders and other officers on
committees and other group activities.

__eerve as chair of the program committes
who plans the annual gToup program.

__check with the 4-H'ers scheduled to be on
the program to see if they are ready or need
AsElStance.

__introduce the program participants.

__remember to thank the people who are on
the program.

Introducing the Program

Participants

Introducton of the participants can he Very
brief. You will want to include

1. Presenter's name

2. Brief information about hisher background
3. The title or subject of the presentation

A pood example—

Lynn Oakland is our club's guest speaker
tonight. He 1= the county conservation
naturalist and iz here to speak to us about
purple martine. Now I present Mr. Oakland.

Thanking the Program

Participants

Thank you speeches are to be 30 seconds to
one minute in length. Do not write notes for
the thank you speech. Listen to the speech for
worthwhile qualities. Express thanks for one
or two of the following.

= Thought

- Preparation

» Useful information

~ Bpecial news to the group

= A long JOUrnEy to FOUr meeting

A good example—

We would hke to thank Mr. Oakland for the
€XCIting program about purple martins. It
has been especially interesting to learn about
the community these birds develop. T'm sure

many of us arelmh.ngfurwa.rdmhmldmg a
purple martin house for our own back yard. We
appreciate your informative talk.

Guidelines for Program Chair

The vice-president of the group serves as chair
of the program committee, introduces the
program participants, and thanks those who
present the program.

Steps to Planning a Program

1. Select the planning committee.

The program planming committee should
represent all the interests of the group. Senior,
imtermediate, and junior 4-Hers should help to
plan the program.

The committes may be appointed by the
president and leader, selected from members
who volunteer, or elected from the group.

2. Survey the members’ interests.

Members, parents, and leaders need a chance
to express ideas about what part they would
hike to provide for the program. Surveying

4 Hers gives them a chance to share their 1deas
and feel an important part of the group.

Surveys may be done by group discussion,
cugzestion boxes, or roll call.

3. Plan the program.

Review what the group did last year. Whart did
the group like hest? What needs improvement?
Was everyone mnvolved?

Group stuations change each year, and you will
want to meet the needs of the people Involved
Conszider the number of 4-Hers, the age range,
the number of leaders, and the county events
thart are planned. Idennfy group goals and write
them as statements of what members, leaders,
and paremts want to accomplizh as a group.
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4. Seek group approval for the plan.
Part of the planning committee’s responsibility

15 to present the program plans to Your group.

5. Assign responsibilities.
Select members, leaders, parents, or resource
people to be responsible for each part of the

Frogram.

Problems for Vice-presidents

Problem
At the regular meetimg, the group members who
are to give educational presentations are erther

Solution

6. Check on program 5.
To make sure that you have a successfal

program, check with people to see that plans
are being carried out. Offer assistance if needed.

7. Evaluate.

At the end of the year, take a look at your
total program. Record your 1deas, notes, and
cuggestions for next year's planning committee.

ahzent or not prepared. What can the vice-pres-
ident do to help prevent the problem?

Problem

Group members do not seem interested 1n the

yearly program offered by the planming com-
mittee. Some have said it’s so boring they will

Solution

Elop colng to mestings. What action should be
taken on this problem?

Problem
The 4 H meetings never start on time because
half the members and the president arrive late.

Solution

What can you as vice-president do about this
problem?

Thank you

The Wew Cemtury Pioneers 4-H club presented
their Share-the-Fum act as part of your group
program. Six of their members acted out a

Your response

humorous skt entitled “Too Much Excitement
at the County Fair.” What would you say to
thank them?
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As Acting President,
ITwill...

__prepare meeting agendas with key leader(s)

__notify leader several days before a meeting if
I must be absent

__preside at meetings

__ follow parliamentary procedurs in a
courteous and tactful manner

__make guests feel welcome

__help other officers carry out assignments

__ENCOUrage EVEryone to participate in the
meeting

__avold dominating the meeting by gIving too
mMANY personal oplnions.

__delegate responsibilities rather than doing
everything myzelf

__gve others credat for jobs they do

__thank those who participate in the program
or those who help make arrangements

__represent my group proudly at other
meetings and events

__attend as many 4-H meetings and activities
ac possible

__be prompt and enthusiastic

Guidelines for Conducting

Business Meetin

A well-planned 4-H meeting consists of the
business meeting; an educational program that
may be talks, discussion, presentations, or
gpecial speakers; and recreational activities.
Generally the group meeting follows this order:

4-H Business Meeting Agenda
1. Call to order

2. Pledge of Allegiance, song, or Opening
thought

Roll call and mmiroducton of visttors
Minutes of previous meeting
Treasurer's report

Report of officers and committeses
Unfimished business

WNew business

. Announcements, leader's report

10. Adjournment

11. 4-H Pledge

1. Call to Order

The president rises and says, “The mesting will
please come to order.” Mestings should begin
and end promptly, according to stated times.

W s En e g

2. Pledge of Allegiance, Song, er Opening
Thought .

The president or someone hefshe assigns leads
the group in the pledge. One or two lively
songs make a good beginming for a meeting. A
thought for the day or similar activity could he
substituted.

3. Roll Call and Introduction of Visitors
The president stands and says, “The secretary
will pleaze call the roll.” The secrefary remains
ceated and anmounces how roll call is to be
ancwered, then calls the names of the 4-H'ers.
All vigitors should be introduced to the group at
this ime.

& Minutes of Previous Meeting

The president stands and says, “The secretary
will read the minutes of the last meeting ™ The
secretary rises and addreszes the char. “Mr. (or
“Madam™ President.” then reads the minutes
and 15 seated

The president asks, “Are there any additions or
corTections to these minutes? (walts a moment)
If not, they stand approved as read.” If there
are corrections, the corrections are made and
the president continues, “Are there any further
cOTTections 1o the minutes? (Walts & MOmMent)
There being no further corrections, the minutes
will stand approved as corrected ”

5. Treasurers Report

The president asks, “May we have the
treasurer's report? The treasurer rises and
addresses the chair, reads the treasurer's
report, and is seated. Generally no acton is
required on this Teport.

6. Report of Officers and Committess

The president may have plans or ideas to
report. The secretary reads any correspondence
that has been addressed to the group.

The president acks the chair of each committes
to report. The president says, “Will the chair of
the committes please report™

The chair rises, addresses the president, and
gives the report.

The president says, “What will you 4 Hers do
with this report™ 38



If action 1= recommended by the committes, a
motion needs to be made to adopt the report.
(See Method to Make a Motion.)

7. Unfinished Business
This part of the meeting contains business that
Was not completed at earlier mestings.

President: “Ic there any unfiniched business?™
If the amswer is “Yes,” then that business is
brought before the 4-Hers. If not, the president
goes on to the next section of the meeting.

8. New RBusiness
New business allows time for 4-H'ers to submat
new 1deas for the group to consider.

President: “We are now ready for new busness ™

The 4 Hers must address the prezident and
explain any new business they have. Any action
taken by the group must be stated as a motion
(“T move we have 4 bake sale ™) and follow the
MOTioN Process.

Method to Make a Motion

A motion needs to be made by a 4-H'er

if the club iz to take action on an item of
business. A 4-Her addresses the precident
and says, “ I move that we have a bake
gale™

The secretary records the motion with the
name of the person who made the motion.

Second 4-Her; “T second the motion.™

Precident: “Tt ic moved and seconded

that we have a bake zale. Is there any
discussion™ (Discussion usually follows;
every speaker addresses the president and
1= recogmized before tallkang )

Precident (when all discussion has ended):
“A11 in favor (repeat the motion) say Yes,
opposed TWo.™ If the moton carried, the
president says, “The motion is carried.”

If more people voted ‘Wo' than “Yes,” the
president says, “The moton is lost.”

2. Announcements, Leaders Repore
President: “Are there any announcemenis™
The program for the next mesting 15 announced
by the vice president. The place, date, and

time of the next mesting and activities also are
announced.

I10. Adjsurnment

The president asks, “Ts there a motion for
adjournment ™

4-Her: “Mr. (or “Madam™) Prezident ™
Prezident: “John”

4-Her: “I move that we adjourn.™”

Second 4-Her: “T second the motion. ™

Prezident: “It iz moved and seconded that we
adjourn. All in favor say Yes”, opposed Wo." The
motion 1 carried and the meeting 15 adjourned ™

11. 4-H Pledge
The president appoints someone to lead the
group in the 4-H Pledge.

Two Methods to Use
for Decision Making

Method One — Parliamentary

Procedure

Parhamentary procedure can be an effectve
way for a 4-H club to conduct business. It helps
keep order by introducing structure—only one
nem can be discussed at a tume. It helps groups
reach decisions through ma}nnt:,? rule, yet
ensures that everyone has a voice. Depending
nnthesh]lsnfyn_mclu]:g members, You can
choose to follow simple, mformal, or formal
parliamentary procedures.

Fimple

Characteristics — Mo formal agenda; group
discusses business until they agree on what to
do; usually no officers; open discussion.
Eertm:gs Project meetings, small groups,
sesslons with younger members.
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Informal _ )
Characteristics — Flezble meeting agenda;
hasic parliamentary procedures; chairperson or
elected officers; comtrolled discussion.
Bettings — 4-H meetings, school/churchicivic
OrganiFations.

Formal

Characteristics — Precise meeting agenda;
standard parliamentary procedures following
Roberts’ Rules of Order; elected officers.
Bettings — Large gatherings, legislative bodies;
large 4-H meetings, FFA formal meetings.

Steps for Decision Making under
Parliamentary Procedure

1. Motion — A motion 1s 8 request that
something be done or that sumethmglsthe
opinion or wich of the group. Only one motion
should be placed before the group at one time. It
is debatable and amendahle.

2. Second — Someone from the group must
“second” the motion (agree to the motion) so
that it can be discusced.

3. Discussion — The motion “on the floor” is
discussed by all members, addressing the pros
and cons, eic.

4, Restate the motion — The precident
restates the motion before the group Vores.

B. Vote — The group vores by voice — yes/no;
by show of hands; by standing; by secret ballot;
or by roll call vote.

Method Two — Consensus

Decision Making

Sometimes groups have trouble making
decisions or solving problems. Parliamentary
procedure may seem to get 1n the way and cause
members to feel they do not have a chance to
chare their ideaz. When this happens in your
Eroup, YOu can use consensus decision making.

Under thiz method, the group reaches
agreement on an 1zsue that they have been
dizcussmg. The method encourages each
member to suggest ways to solve a problem.
The goal 1= to give everyone the opportumty
to share 1deas and thoughts with the group.
Consensus resulis 1n creallng many 1deas,
which usually leads to a solution that everyone
finds acceptable. Rather than having one side
win, all memhbers accept the final decision and
feel responsible for carrying out the decision.

Steps for Consensus Decision Making
1. Definition — Define or explain the problem
that needs a decision.

2, Ideas — Give everyone a chance to suggest
ways to solve the problem.

3. Discussion — Dizcuss the ideas that
have been suggested. They can be changed or
mmproved as they are discussed.

4, Belection — Decide on the best idea to solve
the problem. Evervone may not agree that it 1s
the best solution, but everyone should agres to
accept the zolution and help make 1t work.

5. Action Plan — Put the decision Into action.
Decide who will do what, by when, and how.
Record these ltems In the MINuies.

6. Evaluation — Evaluate the solution after

trying it. Determmine how well 1t 1= working, and

make some changes, if necessary.

Consensus decision making will not work if:

* Someone 1n the group blocks the consensus
process to promote his or her own ideas.

* The group has members who always want
thelir own way.

* The discussion does not stay on the topic.

* The group has little time or patience.

For addirional information, sk for FM 1781, Simplified
Parliamentary Procedure, at your county office of IST
Extension.

Consensus Decision Making taken from

Biagi, Bob. Working Together: A Manual for Helping
Groups Work More Effertively. Citizen Involvement
Training, Divisien of Continuing Educstion and
Cooperative Extension Service, University of
Maszachuserts, Ambersr, KA 01003

Building United Judgment: A Handbook for Consensus
Deecizion Making, The Center for Conflict Resolution,
751 Srate Street, Madizon, WI 53703
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Program Plan for 4-H Meeting
Place Date Time
Pre-meeting Activities

Business Meeting
Call to arder

Pledge of Allegiance, song, or opening thought:

ERoll call and imtroduction of visitors

Minutes of previous meeting

Treasurer’s report

Report of officers and committees

Unfinizhed business

New business

Announcements, leader's report

Adjournment

4-H Pledge
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Program Plan for

4-H Meeting (continued)

Educational Program

Recreation

Oifficers and leaders should plan in detail at
least ome week prior to the meeting and notify
each person with a part on the program so he or
che will be prepared. Planning ahead and noti-
fying participants means faster, better business
meetings and more Interesting programes.

[OWA STATE UNIVERSITY
University Extension

- - - i pustics fee all

Thia LLE. Dapartmant of Agriculiure [LFSDWA) prohibilis discrimination in ol B pro-
gmu.ummnnmummrum nistienal origin, gandar, ralligion,
aga, dis poltical bedieds, sasal onentation, and marial or family stius.
(Mot all prohibiied bases apply b el programs. ) Many malanials can b mada
avmillati In aflemathe formais for ADA diants. To Al & complaing of discriming-

You can copy this form and use 1t to plan regu-
lar 4 H meetings. To download a PDF of this
form from the Internet, go to
http:iwww.extension iastate edwstore and en-
ter 4H T1B in the box. Then print pages 7-8

HBon, wriis LESOA, Office of Chl Rights, Fioom 326-W, Whilien Bulldng, 18h and
Incapandancs Avenue, W, Washingion, DC 20250-0440 o call 202-T20-5084.
lasusad In Aurtharanos of Coopanative Exfansion work, Acts of bay 8 and Juns
&0, 1814, In cooparation with ha LS. Dopartmant of Jmck WL Fayns,
diracior, Coopanative Extension Serdica, ke Stata Unbsimly of Scancs and
ThchniHogy, Amea, Dwa.
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ou, and all officers of 4-H groups, are

TEpresentatives. You represent not

only the local group, but the whaole
4-H program throughout the state. Your skills
and allies, standards and 1deals, grooming,
speech, and even smiles represent the Towa
4-H members. Representing others 1= one of
yOur most Important responsibilities because
It exists at all dmes—mnot Just while you are
at the 4 H meetings. Those who are not
acquainted with 4-H, judze 1t by 1ts officers.

Checklist for Secretaries

I =it next to or near the prezident
during the business meeting.

I inform the president and leaders if
T'm going to be absent.

I work cooperatively with other
officers.

I call roll and keep an accurate
record of attendance.

I read minutes of the previous
meeting and make corrections 1f
NECESEATY.

I take accurate notes of each
meeting’s EVENLS.

— When called upon by the president,
I state any unfinished husmessleft

I assist the president during the
meeting by writng the motions as
stated and restating the moton if
NECEsEATY.

I read correspondence directed to our
group and write letters sent from the

Eroup.

I maintain a record of all officers and
COmMmIttees.

I cooperate with the reporter by
giving information the reporter needs
to prepare articles for the newspaper.

T use the notes taken at each meeting
and rewrite an accurate and precise
record of all minutes of previous
meetngs in the secretary’s book.

Guidelines for Secretaries

Attendance Record

Tt 1= the responsibility of the secretary to
Eeep an accurate record of each member's
attendance. During the business mesting the
president will ask the secretary to take roll
call.

President says: “The secretary will please call
the roll ™

from the previous meeting. %
.
z
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Secretary remains seated and announces
how roll call is to be answered, then calls the
names of the members. All visitors are then
introduced to the group.

The secretary records names of visitors who
are present. Mark an X after the name when
present and A when absent. Additional
information about each member (address,
years in 4-H, and grade in school on Sept.
15) have been previously recorded. During
them&m:ingpmgmm, the secretary records
members who give educational presenta-
tions and lead music o recreation.

Secretary Minutes

Should Include

Eind of meeting (regular or special)
WName of group
Place and date of meseting
Who presided
Time meeting started
Number of members and guests present
Approval of minutes of previous mestng
Treasurer's report
Report of other officers and commirtess
. Complete motions, with the name of
the person making the motion (name
of person seconding the motion 15 not
needed)
11. Important points discussed, if they are
of value for future reference
12. Adjournment
13. Outline of educational program

14 Secretary’s signature

=
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Sample Secretary Minutes

The regular meeting of the Green Clovers
4-H Group was held at Chris Johnson's on
September 21, 20__ The meeting was called
to order by Letitia Jones at 1:00 p.m. Roll
call was answered by 17 members. Two
visitors were present. Minutes of the

previous meeting were read and approved.
The treasurer's report was given. Balance
on hand is $300.15.

Shawna Petersen, vice president and chair
of the program committee, reported that

the committes had met and prepared the
program for the next year. She presented the
program for the approval of the group.

José Martinez moved that the report be
accepted and that the program be copied for
each member. Motion seconded and carried

Jim Baker moved that the club voluntesr to
help with the commumity cleanup scheduled
for the second week in October. Motion
seconded and carried.

The president appointed Lowmise Moore,
Sally Miller, and Jamal Jefferson as a
commattee to work with Ed Furman, our
leader, to develop plans for our
participation IR community cleanup.

It was moved by Ann Wong that the
meetng adjourn. Motion seconded and
carried. The members said the 4-H Pledge,
and the meeting adjourned at 1:45 p.m.

The program Was TWo presentations:

“Ttems to Make from Jeans” by Louizse Moore

“Educational Presentation Tips™ by Jamal
Jefferson

Recreanion was led by Mandy O'Brien.

Treats were served by Chris Johnson.

SecTetary,

E=V e

Bill Hawley ﬁ/

107

- .. and justics for &l

The U5, Dapartment of Agriculiura (LUS0AY prohibits discrimination in all its programs and activities on the basis of ram, color, netional origin,
gandar, raligion, age, disability, pofitical baliafs, saxual oriantation, and marital or family stahes. (Mot all prohibéted bases apply to all programs.}
Many materizls can ba made available in akemative formats for ADA dients. To fila a complaint of disorimination, writs LIEDA, (ffica of Ciil
Hights, Acom 326-W, Whittan Building, 14th and Indapandanca Averua, SW, Washington, DT 20260-5410 or call 202-720-5264.

lexuad in furtharance of Cooporativa Extonsion work, Acts of May 8 and Juns 30, 1914, in cooparation with the US. Dopartmant of Agriculura.
Jack M. Payna, directar, Cooparativa Extension Sorvica, lowa Stato University of Scienco and Tochnology, Amss, lowa.
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Practice for Secretaries
Flease rewrite the following minates correctly.
Leave out all unnecessary mformation.

The regular meeting of the Dandy Doers
4-H Group was held at Betty Jones's on
September 30, 20__ The meeting was called
to order by Tom Thumb at 7-:30 p.m. Sue
Smith gave a presentation on “Care of Bees ™
Jmmmy Jones and Paula Potter talked about

the foothall zame they went to the night before.

The treasurer's report showed a balance of
$174.97. The president really did a crummy
job of conducting the meeting. There was
no old business. The secTetary’s TEPOIT Was
read and approved We discussed paying for
leaders to attend the leaders banguet. Our
leader Bob Smith was unsure if he could
atrend o It was tabled to next month. After
30 minutes the meeting was adjourned.
Roll call was answered by 14 members, two
leaders, and one guest. Amy Jones led us in
& CORSErvaton achvity.

Problems for Secretaries

Problem

At the November meeting the group was
discussing the possibility of a Christmas
party with another group. Someone
remembered having discussed it at the
October meeting and having made a moton
to have a party. There was nothing in the

Solution

minutes that indicated this had happened.
Then someone else remembered another
motion that had not been read in the
munutes. There was a lot of confusion. How
could this confusion have been avouded?

Problem

At the regular meeting of the Dandy Doers
4-H Group, there were only four out of 12
memhbers present. A check with members

Solution

who were ahzent revealed they didn't know
about the mesting. What can you do as group
secretary to eliminate this prohlem?
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ou, and all 4-H officers, are representatives
You represent not only the local group, but
the whole 4-H program. Your skills and
abilities, standards and ideals, grooming,
speech, and even smiles represent all lowa 4-H'ers.
Representing others is one of your most important
responsibilities because it exists at all times—not just
while you are at 4-H meetings. Those who are not
acquainted with 4-H judge it by its officers.

For additional guidelines, review the last section of
this pamphilet with vour leader and your parent or
guardian.

Checlklist for treasurers

__I'will inform the bank in which my group's funds
are deposited that 1 am the new treasurer, and will
sign the appropriate forms so 1 can write checks.

__I'will handle all money matters of the group.

__I'will keep an accurate record in the treasurer's
book of how all money is used.

__I'will depaosit all funds in the bank as soon as
passible.

__I'will pay all bills promptly as directed by the group
and approved by the president.

__I'will prepare a summary of income and expenses
to present at each meeting, [ also will report the
current balance.

__I'will complete the finandial summary report
in the treasurer’s book at the end of the vear.

Guidelines for treasurers

Checks
When writing checks . . .
1. Use ink.

2. Never erase—if you make a mistake, start a new
check.

3. Be sure to put the date on the check when you
write it.

4. Write the name of the person or business to whom the
check is written as close to the “pay to the order of” as

possible,

5. Write the amount as close to the dollar sign as
possible. Do not leave a space between dollars and
cents.

Cormect

10%%%
Incorrect
o '}{m

&. Begin at the extreme left to write the amount out
in words. Be sure the written amount agrees with the

numeric amount. If a check is for less than one dollar,
write the word “Omnly" followed by the amount.

7. Write on the “Purpose” line what the check is for.

8. Sign the check with your authorized signature, the
same way yvou signed the signature card at the bank.
If wour club/group requires a second signature on the
check, have that person sign below your signature.

This check example was written to Fairway Grocery for $10.34 for food for family fun night.

% Clover Clan 4-H Group

??}?a#a‘_luﬂ_-f 1152

Ad-zaiTon

| 5|fo¢& i

A ] 2 A
?amﬁ Lhace y
‘i"t"-"ﬂ and ico

OLLAKS i

LT

Home Town

Trust & Savings Bank

~,L0 73000 ¢ cgi

TIIL LI

adLn®

_fom. Batéy -

LiGt
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Checking aceount record

HEGORED ALL CHAHGES OH CHELIIS | HAL AFCEC | YOUH ALCOURT

YWIMAES OATE

CEBZIFTIN CF TRAHEACT O

i

1. Write the number of the check and the date it was
written in the appropriate column.

2. In the “description of transaction” column, write to
whom the check was written and what it was for

3. Write the check amount in the “payment/debit”
column, then subtract the amount from the remain-
ing balance abowve, and enter the new balance straight
across, on the same line as the amount of the check

4. The : column may be used at the end

of each month when the bank statement is
sent to a club/group leader by the bank. This
space may be used to = off the checks that

have been cashed to date from the account.

FANREMT AL iFekK) DEPDSTERCRT 2

[

5. “Fee (if any)" is a column to list any costs for
cashing checks. The fee amount would then need to
be subtracted from the balance if it was not part of the
total amount of the check.

6. When a deposit is made into the checking account,
the amount is recorded in the “deposit/credit”
column. The amount needs to be added to the above
balance and recorded straight across, on the same line
as the amount of the deposit.

The checking account record example shows on May
24 check number 1152 was written to Fairway for
$10.34. On May 27 a deposit of contributions was
made in the checking account for $4.56.

Endorsing checks

1. To cash a check that your group has received, it
must be endorsed, unless it is made out to “cash” or

“bearer”; then no endorsement is necessary.

2. The check must be endorsed by whomever the
check is made pavable to. An endorsement is a
signature and may include spedial instructions.

3. All endorsements are made on the back of the
check above the printed line.

4. Do mot endorse checks before you plan to cash
them because, if they were lost, anyone could cash

an endorsed check. Endorse the check just at the time
you want to cash it, not before.

Jam Batig

5. A spedal endorsement is written: Pay to the order
of and then signed. Now that person
can cash the check.

-’Ihv?zz.mmaj
Z@m

T T g e T e ey e m P . T e R

6i. A restrictive endorsement means that you endorse
the check for a spedfic purpose. It can be deposited

only into your account. It's especially advisable to use
this endorsement when depositing by mail.

o depsact '

e e i e m R A = T s T T e
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Deposit slips

IDEFOSIT TICHET

#® Clover Clan 4-H Group

3 DATE :I!J;hsi é ? H] D'S'- EEEBT
.i II\." Aapoar in arcspied wibgent bnoaeal e el Bae e aed seganiars
Home Town
Trust & Savings Bank
n0730002328n 7334 a0

CURRENCY
GO

BN

Ba-zzivao

TETSE FRCIY
i 1=&H =Oe
| TOTAL

LS8 cAme |
HESZE IE D

TOTAL

i UL EL LR LI T
A7 o dEaRRAr AL

[(maraL inewm
e

0R[00

1.Date the deposit slip.

2. When depositing cash only, fill in the amount of
currency (bills], the amount in coins, and the total.

3. When depositing only checks, draw a line through
the currency and coins rows, list each check and the
amount in the check rows, and put the total of all
checks in the “total” space.

4. When depositing both cash and checks, list both on
a deposit slip, or use a separate deposit slip for each.

5. When you wish to deposit only part of your checks
or cash, put the total amount in the total column,
put the amount you wish to keep in the “less cash
received” column, and put the total “net deposit” in
the proper space.

6. All deposits need to be recorded in the checking

account record.

The deposit slip example shows that a May 27 deposit
was made. There was a check for §1.25, two one-dollar
bills, and $1.31 in coins. The total deposit was $4.56.

Treasurers, use the check below for practice

Writing checks is one of the important jobs you will
do as treasurer. The club has agreed to pay a bill to the

Sunshine Grocery Store for $6.50. Please fill out the
check and checking account record.

# Ciover Clan 4-H Group 4 1152
Ad-z2i7 30
| e S i
5 DLLARS
Home Town

Trust & Savings Bank

Fustros

073000 28w 733LLO aaLm

bAG P
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The club collected $52.60 last Saturday at their car four dimes, and four nickels. What will you need to
wash. You will need to deposit the money in the bank. do to deposit this money? Fill out the deposit ticket
There is a twenty-dollar bill, a ten-dollar bill, two five-  correctly. Also fill out the checking account record to
dollar bills, two checks for $5.00 each, eight quarters,  show that you made the deposit and wrote the check.

i DEPOSIT TICKET mmm { e :
CURRENCY|
‘COIN
# Clover Clan 4-H Group T
33.22/730
TIAL IRV
Lt ";'.’*'" Het Forien as ¢ e
- DATE.. 0 Cheoy| TOTAL W sy sam,
g ez oA TOTAL (TN
." AECHIVRED
:i Thm Ghautl 4 OCuptet 1.biac! © @ l<aNIr OV 12 Suv tudd wed ihporafrars ro"" s
Home Town
Trust & Savings Bank
0730002281 733wy a0y 0QoO
RCCORD Al L CHARSGES OR CREDITS THAT AFFECT YOUHR ACCOUNT
HuM 3 . OTAIAET S8 26 TRARAAT N n*r:mrj ] I"t: SCrLATYRCRT £ T
UMser | e TEIAFET 06 5 LANTT TRVLENT: L S aTCRLn
i 1 v = S ¢ 78

H £ 4

R I S N
e

Practice completing

vour treasurer’s book
Use the sample sheet from the treasurer’s book (see
pages 6 and 7) to do the following problem.

1. Balance--§45.58 ($30.30 in checking and $15.28 in
cash).

2. 4/2—Paid the Red Owl Super Value for cookies and
milk-$6.32 by check.

3. 10/15—-Received a check from fair for booth $6.00.
4. 12/16--Received cash donations of $36.00.

S. 12/8—Paid the Extension Office for publications—
$7.00 by check.

6. 12/10--Items on bank statement:

Charge for 200 checks--$2.36

Service charge--$0.37 : ol
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k. . All money raased using the 4-H name must be
Finaneial Guidelines o e o e

for Iowa 4-H Clubs and Groups belong 10 a club that iz publicly accountable, the
, } funds must not be used 10 any way to enrch 1ndh-
reneral Guidelines for 4-H Treasurers viduals. This means that money may not be given
1. All 4-H clubs should estsblich & checking account st~ ©Uf 10 individual club members or others, but
a public financial mstitution. 4 H clubs also need must be used to pay for educational programe,
to obtain an Employer Identification Number (EINY) ~ 8ctivities, workshope, or 4-H club supplies. It iz
from the Internal Revenue Service. This mumber permisaible to pay part of registration fees for
will need to be reported to your bank. While 4-H club members to attend 4 H activities, such as
clubs are exempt from payment of income tax, the %Hcmpaudm&rem,wh&nthmmenﬂl—
IES may require 4-H clubs to file annual mforma- tures have been approved by the club.
tion returns. Contact your county extension office B. MNomcash domations to chabs (ronsumahle donations
for current procedures on obtaimmng an EIY or imphmmnmdlmumﬂms}ahwﬁbem—
filing of information returns. With hmited excep- knowledzed in writing to the donar, specifying wha
tions, 4-H clubs are not exempr from payment of was received (two cases pop, six potted
Iowa sales tax om purchases. shruba, etc ). A copy of the written acknowledement
2. The club treasurer mmst use the Treasurer's 4-H muathekﬂptmthenlﬂitmmarmﬂﬂ.
Record Book (4H-21) or similar record to show cash MNonconsumsahble donations, such as equipment
received; where the money came from; and pay- or animals, should be arcepted only if the chab is
ments made, complete with check number, date, prepared to accept the responsikibties of ownership,
a.niplirpme Furthel:eamapmtmuﬂn,mpma mcludmg care, maintensnce, and msurance. Witten
of these checks are to be recorded and maintamed. acknowledgment should be sent to the donor and &
3. Any payment should be m response to a formal wit- copy must be kept in the club treasurer’s recards.
ten bill or imvoice. The termized invoace, clearly stat- Donore cannot specify the mdividual recipient of
mgwhmmbﬂled,wnhtheehad:mhuaﬂiat& cash or noncash donations. Clubs should not feel
of the check on 1, will become a permanent part of the compelled to accept noncash gifts. Contact the
treasurer s records. This practice 1s Inportant to pro- county extension education drector whenever the
tect the treasurer’s reputation m a dispute. Expendi- club has questions about the appropniate action

tures as payments should be made only after approval related to accepting and manaFing any donation.
by the club at a mesting. The approval should be

9. The treasurer should prepase a monthly financial
recorded 1n the secretary’s minates, repart for the club, listing expenses paid, bills to
4. Clubs should prepare a badget for the year A badget be paid, income received, and balance in the chab
is & written plan for raising and spendime morey for a account(s). The treasurer should prepare an end of
set penod of time, wsually one year. When the budgzet the year annual finanaal repart for the club sudit
15 approved by the members of the chub, 1t's not neces- commuites. Ench 4-H club shall prepare and keap
aary toseck approval for payment of tems mchaded on file a record of its financial transsctions, and file
in the budget. If a club doesn't have a budzet or 1tems all mecesaary county, state, and faderal forms,
anse that are not part of the budget, each item needs
iobe ed to the hers for al be 10. Any 4-H club that disbands must turn over any
E FE remaiming funds m club accounts to the IS Exten-
payment All payments should be made by check to o frce. All bel 10 the
engure sconuntabily _ chub shall be dishursed in the same mamner. Clab
This accomplishes two things. First, all expendi- members may request that the money be used for
tures of club funds are made with the full approval a specific 4-H program withom the club, county, or
of the club. Second, this 15 a way for all the club state. This request will be acted upon by the county
members to learn how money flows 1n and out of extension director at the time the club iz dissobed
t_ha.tnrgamzanun . If a club divndes itself, creating more than one
5. All money received should be acknowledzed with recoprazed snd properly charted club, the funds
a wotten receipt, preferably pre-numbered The from the criginal club shall be evenly dishursed,
receipt should mclude the source of funds (car based on membership in each club.

wazh, food stand sales, etc ), the date, and if poa-

mble, the name of the person malong the payments.

These receipts are the backup documentation for w by MMHIF%M mam‘;ﬂgﬁ:w

mm;ﬁtﬂﬁéﬁwiﬂﬂima WWDMMWBUMLHyMHM
6. Each club should require at least two adult voluntesr -

names and the youth treasurer name to be on the ac- ﬁﬁmdwmmﬂmwugmmmm

count at the bank (with neither adult leader being the 8 on e bk of tace, ook, sational cighs, gandr, ralgien, ige, dhiahily, jultic

parent/guardian of the treasurer). It is recommendsd mm:mmmw for ADA i, T e

that two signatures be required on each check izsued =~ ®comslent sl dsorimisation, we VS0, Orfies of Chll i, Foors 220w, iWhinen Buiking,

T i bkt Avnin, W, Wisitingion, DO MI2S0-S400 o call 202-T20 5084

7. All fund-raising activities should have prior re- It it Potearisen of Coopenites Extanaon work, Acts of Miry B asel June 30, 1014, Is
view from the county extension education drector. m&"ﬁwm'fmm:w“ h"::bn:_- 54
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% c \ub DeVelopmey,,

18 USC 707

Organization of a Meeting

The officers of the club are responsible for the general flow of the meeting, but it can be helpful to
provide them with a general map of a well-organized 4-H club meeting. The following outlines the three
main sections of a solid 4-H meeting. Use this information as a general guide when helping your officers

plan club meetings.

There should be three main sections of your 4-H meeting:

1. The business meeting — about 20-30 minutes
This is the portion of the meeting where all business is conducted and important
decisions are made. While this is a vital part of the meeting, it should not be the
only thing that is done at 4-H meetings.

2. An educational program or activity — about 15-20 minutes
This is a portion of the meeting that is often overlooked, especially during the
busy time of the year. This can include a speaker from the community, a
member demonstration, or a simple project.

3. Recreational Activities — 15-20 minutes
This is a very important part of the meeting, especially to the members. 4-H
must be fun as well as educational! This part of the meeting can include snacks,
group building games, outside activities, etc.)

For additional resources ...
4-H Publication 350 Getting Started in 4-H Leadership
http://4h.uwex.edu/

http://www.uwex.edu/ces/news
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10.
11.
12.

C\uD DeVelopmer,

18 USC 707

Sample 4-H Meeting Agenda

CALL TO ORDER

PLEDGE OF ALLEGIENCE/4-H PLEDGE

ROLL CALL

MINUTES OF PREVIOIUS MEETING - Read by secretary
TREASURER’S REPORT

CORRESPONDENCE - Read By President/Secretary Note the important events from

the county newsletter.
COMMITTEE REPORTS
A.

B.

C.

UNFINISHED BUSINESS
A.

B.

C.

D.

NEW BUSINESS

A.

B.

C.

D.

NEXT MEETING DATE:
ADJOURNMENT

PROGRAM (recreation, clinic, speaker, social event, demonstration, etc.)
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10.
11.

12.

C\uP DeVelopmer,,

18 USC 707

Sections of the Business Meeting

The business meeting is divided into 12 basic sections:

Call to Order — The president announces, “The meeting will please come to order”. The
president may also tap the gavel two times.

Pledge of Allegiance and 4-H Pledge — Someone is usually assigned by the president or
secretary to lead the pledges.

Roll Call and Visitors — The secretary calls the roll and any visitors to the club are
introduced and welcomed.

Minutes of the Previous Meeting — The secretary reads the minutes from the most recent
meeting. After the minutes are read the president asks if there are any additions or
corrections. If there are no additions or corrections the minutes will stand approved as read.
A motion by a member must be made to approve the minutes.

Treasurer’s Report — The treasurer announces how much money the club currently has and
whether or not any money has either come in or out of the club’s funds.

Correspondence — These include thank you notes or letters from the community or local
newspaper articles. Either the secretary or the individual who received the correspondence
may read it to the group.

Outstanding Bills — The treasurer announces any outstanding bills the club may have. A
motion and a vote is required before the payment of any outstanding bills.

Report of Committees — Any committees that have been formed such as a fundraising
committee may now report to the club.

Unfinished Business — Any unfinished old business that was not completed at an earlier
meeting.

New Business — The members now discuss any new ideas or events.

Announcements/Leader’s Report — This is a time when leaders and members can
announce ideas, project meetings, etc. It is also a time to determine the place, date, and
time for the next meeting.

Adjournment — This is the end of the meeting. There must be a motion and a vote to
adjourn the meeting. 57
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The Educational Program or Activity

This portion of the meeting is an important part of the 4-H meeting. The members need a balance
of work and recreation. It does not matter so much what order the parts of the meeting occur in as
long as the 3 aspects happen at each meeting. This part of the meeting can include many different
activities such as the ones suggested below. Remember to consider the interests and age groups of
your members. Try to gear the program toward the middle age groups or provide a separate
activity for the youngest members.

Community Speaker

Member Demonstration
Have a member teach the club how to do a Ask a local expert to come to the meeting
simple task such as cooking, making a craft, or a and teach the youth about his or her areas of
expertise. Try local farmers, trappers, artists,

household chore. A member could also show off
his or her knowledge in a specific project area by
teaching the club about his or her project.

Show an educational DVD

environmentalists, policemen, etc.

Invite the 4-H Youth Project Time
DGVG'Opment Ageﬂt Take time out during the meeting to work on

projects. Get the youth into groups with their

tO pl‘esent an respective project leaders.
interesting topic. e _,

For Further information and ideas: ( e
4-H Publication 310 Let’s Demonstrate! L‘ A‘;,, (A L

4-H Publication 500 I'm a Project Leader, Now what do I do? EN ET Ay W
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Recreational Activities
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This portion of the meeting may not seem as important as the others, but the members as well as parents
need an activity with an equal balance of work and play. The younger the member, the shorter the attention
span and the greater the need to release all that pent up energy! You will find that your members will be
more likely to attend meetings, work harder, and be more enthusiastic about 4-H if given a chance to be silly
and have fun occasionally.

Recreational activities can be worked into the meeting itself!

 As the secretary calls the roll, the members can answer with some fun information about
him/herself. For instance the secretary can ask for roll by your favorite ice cream flavor.

» Have a short team building activity at the beginning of the meeting for members and parents to be
involved in. The UW-Extension office has books that contain many ideas for ice breakers, team
builders, etc.,

Booth, N. (1999). 75 Icebreakers for Great Gatherings. Brighton Publications: St. Paul

You can visit your local library for more great titles.

Search for great icebreaker games online such as:
http://wilderdom.com/games/lcebreakers.html
http://www.kimskorner4teachertalk.com/classmanagement/icebreakers.html

Have an activity after the meeting.

« Schedule your team building activity for directly after the meeting

 Plan an organized outdoor sport

« Have families bring snacks for a social time

Have an entire day devoted to fun activities for your 4-H club.
 Plan a fun club outing such as a water park, camping, etc.
« Have an end of the year picnic or banquet.
* Go to another county’s fair as a club.

» Have a theme party (costume, fall festival, 60’s dance).

For additional information: 59

4H Publication 236 Games for Meetings and Parties

4H Publication 282 Group Recreation
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Whsconsin 4-H
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Intended Auwdience:
+ 4-H Club members,
leaders and parents

Leamning Objectives:
4-H Chab members,
leaders and parents wall:
& Valpe pet-acquainted
activifies with new

everyone has a role in
welcoming new
members and families

& TUnderstand the differemt
4—H mﬁmmanmﬂutnmr

. S:Ium::leasabmd—H

Supplies Needed:

; he Line Acivi

+ Fope or masking tape or
amything to make 3 line

Getting B Acouainted

—E#ul_i + H Activi

» Hamdouts

Handouts

¢ Club snd'or County 4-H
Yearly Calendar

s Getting Better
Acquainted with 4-H

+ Welcome to Wisconsin
4-H (BRO42)

+ Evaluation

Mg
4-H Club Management
WELCOMING NEW

MEMBERS AHD FAHILIES

nsin 4-H Club

Acthvity Plan — Wis

BACKGROUND
Most of us probably remember being new o 3 group. We probably felt excited o
experience new things and meet new people. Ofien, we felt nervons and worried
becanse we didn’t completely understand what was going on. Sometimes. we feel thiz
way for quite a while. We’'re going to focus on how we can welcoms new members
works,

WHAT TO DO

{Drirect club membsars to stand on one side
of the line. If there i encugh space,
inchide parents snd vohmiesrs. As an
option you could have participants stand
up and sif down mstead of rossing 3 line )

This is 3 get-to-know-you-betier Zame.
{Add or change questions o better fit the
cloly). When I mske 3 statement that
applies to you, step over the line. Look
around to see who has stepped across the -
hrmdwhhamiﬂ.ﬂnrwemﬁ:mmﬂﬂemmmﬂs&ptmﬂm
the line before the next one Step across the line _

If yom like summer

If you're weanng red

If you ate breskfast this morming

If you've been in the 4-H club three or more years

If you like winber

If you hawe blue eyes

If you've been to 4-H camp

If yom like mushrooms on pizzs

If you're in the 4-H Foods project (or substote a popular chib project)

10. If you have a brother

11. If you are a dog person

12. If you play a sport

13. If you've given a talk in 4+-H

14. If you've ever been o Washington, DT

15, If you've mken a project to the county fair

16. If you're in the 4-H Photography project {or another popular chob project)
Did amyone leam something new about someons? How sbout something new shout
someone that yon've known for swhila?

L R e

An Important Part of Welcoming New Members & Families

TWhen we do get-acquainted activites like this, we discover bow we’re alike and
differemt This gives us 3 staring point on firture conversations. After we're done with
this sessiom and it is informal tme, ask the “dog people™ if they have 2 dog and whar
their dog’s personality is like. If they don’t have 8 dog, ask them about other amimsls
they might like or oam. This keeps the comversatfion going snd members Zet to know
members better.

60

From: University of Wisconsin Extension Welcoming New Members and Families http://www.uwex.edu/ces/4h/pubs/showdoc.cfm?documentid=4053




¢ John de Monmmolling
“It’s in the Bag: Team
Builders for Amy
Group,™ Kenosha
County, UW-Extension.

¢ “WWelcome to Wisconsin
4-H," BROM2, family
brochure in both English
and Spanich 4-H Youth
Development TTW-
Exfension, availshle at

B nwer aduicesdhn
hs/pubdetails. cfm ?publi
=T

Helping new and contimring members and their families feel welcome is the

responsibility of everyone. We'll do more get-acquainted things in the chib through

the year with roll call and other activities. Youn can help by sitting next to different
Ie and visiti

{Options: Present 3 mentoring system that matches experienced members or families
with new membsers or familiss. See the “Creating 3 Welcoming Environment™ lesson
in this training series for the Dhyonamic Do idea.)

Activity: Getting Befter Acquainted with 4-H

(Hand out the club sndior county 4-H yearly calendar ) Our clhub calendar shows when
we have club mestings and other activities. The county 4-H calendar provides a List of
county and state activities. We're going to look at the calendar(s) by sessons to share

{(Mix small group participants by member age and family experience ) We're zoing to
have small groups of 4-5 members and parents look at 4-H sctivities by the season.
Your task is to develop short phrases on what the activity means to you and give a tip
to get ready or enjoy the sctiviry. When youn're done, we'll share betoresn groups and
collect your tips. We'd like to save the tips for later use. (Use the handout “(etting
Bemer Acguainted with 4-H ™ Revise thiz handout o better reflect the clab.)

(If you are shott on time ack each group to do one season If tme allows, ask them o
do more seasons. Be sure to have 3 mix of seasons discussed. Get bref reports on each
season. Collect the handouts to keep their tips)

More Jdeas to Help New Members & Families Understand 4-H Happenings
There are other places you can learn more sbout 4-H opportonities and resources.
Every family will receive 3 county newsletter by e-mail or regulsr mail. This

for youth, and news from chibs. The newsletter is written by oar coanty TW-
Extension staff They are educators who do training and work with volunteers to
conduct the 4-H program in clubs and at the county level. They are available o
answer questions. The comty 4-H web site is at [fll in your county 4-H TEL].

The state 4-H web site can be found at wowrw. uwex edu'ces'dh'index cfm  This site
lists more opporimities and additions] resources. The state 4-H program ares provides
this family brochure, “Welcome to Wisconsin 4-H.™ It has some 4-H backzround
Mmhﬂmd—ﬂﬂmﬁrmm site at

All of us were new to 4-H at one time We know that it seems like a lot to leam and it
can be a bit overwhelming. Owr goal is fo have fion while leamming new skills. It is not
our goal to fustrate new people. 5o, experience 4-H one season at 3 ime Ask

questions. We're glad to have new members and families in our group! You make our

Closing
Your reactions to this session belp us evaluate its effectivensss. Plesse take the time
now to complete this short evalnation

TALK IT OVER

Reflect:
# What do we sometimes forzet o tell new members and families?

# What activity was confilsing fo you 85 2 new member of family?

Apply:
» How might our clob help new families throughout the year?

61




ENHANCE/SIMPLIFY

Enhamnce:

* Be sure to make the “Getting Better Acquainted with 4-H" activity relevant o
your club by including activities that your members enjoy the most.

# Consider painng new members or families with experienced members or
families a5 3 way fo ensure that relstionships start developing and that people are
uﬁmngh.ﬂ.]ptumpﬁmu;mm See‘CreamEaWElmmng]mmm"at

ﬂleDjmcDmpaumgldea

# Check with your comnty UW-Extension office to see if there are county
orentation resources that shonld be given to pew families. Caution: don't
overload them with lots of information. Just give them what is needed for this
time of year.

# Ifvyou nead to do this in less time, substifute standing and sitting for the crossing
the line direction in the “Across the Line™ activity. Ask each group to do one
season in the “(retting Better Acquainted with 4-H" actvity.

EVALUATION
It is important fo use an evaliation that is consistent with your teaching objectives.
The short evalnstion in the handouts can be modified o meet your needs. An
aliemative 10 2 written evaluation is o record the Feflection discussion wnder “Talk It
Crrer.™ Fecmit someone ahead of tme o take notes while you are leading the
discussion. Femember to share the evaluation resulis with 4-H Youth Development
Exfension staff in your county.

ADDITIONAL WEB LINKS

# The Wisconsin State 4-H web site has “How to JToin™ information, “Frequently
Asked Questons About +-H" (BRO40) and a “Welcome to Wisconsin 4-H™
family brochure in both English and Spanish (BRO42) available at
wawarwven.edo’ces b/

# Youcan find games and get-acquainted activity web links at the “Leading
Fecreation™ and “How to Have Fun™ lesson plan web pages at
www wex edn/'ces/dh/'clubs ‘meatings cfm.

# The club and'or county 4-H yearly “Calendsr Planner™ can be found at
i uwex educes/dh iclube/ donmment s AHC o alendar Planmer. pdf

Finalized by the Strengthening 4-H Club Leadership Work Team:
September 2005.

yr—

..'I.lEECL".Lim]:I]u:.w. Uniwersity of Wisconsin-Frisssion provides equal opportomities in employment and
programming, inchiding Title DT and Ansarican with Disahilitiss {ADA) mquiressents. & 2007 by the Board of

Fagents of the Unismsity of Wisconsin Sysiem. Developed by the Wiscomin 4-H Office, 431 Lowall Hall, 610 62
Langdon St., Madison, WI 53703, The 4-H name and ensblens ars federally profecisd endar Tithe 18 US Coda 707.



Handout

Getting Better Acquainted with 4-H

Look at your 4-H club and county calendars to see the events and activities that happen each
season. As a group, write a couple of words to describe each event or activity. Wnte 1-2 tips that
you would give to new participants for each event.

Fall (September, October, Movember) Spring (March, Apnl May)

Club Meetings: Club Meetings:
Descrnibmg words: Descrbing words:
Tips: Tips:

Enrollment: Project Meetings:
Descnbmg words: Desenbing words:
Tips: Tips:

Winter (December, January, February)

Summer (June, July, August)

Club AMeetings: Club Meetings:
Descnbmmg words: Descnbing words:
Tips: Tips:

Club Party: Camping Opportunities:
Describmg words: Describing words:
Tips: Tips:

Project Mestings: County Fair:
Describmg words: Describing words:
Tips: Taps:

Club Service Projects:
Descrnibmg words:

Tips:
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Handout
WE|BDH'IiI'|g New Members and Families
Evaluation

1. How useful is this information in welcoming new members and families?
(Circle one response.)}

Very Useful Somewhat Useful  Not Sure Not Useful

2. Do you feel better prepared to welcome new members and families?
Yes No

3. What will you do as a result of this program?

64
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Organizational/General Leader

The purpose of this position is to oversee club leadership, coordinate members, parents, and other leaders,
and to serve as a liaison between the club and the county UW-Extension Office. The duration of the position
is one year, and the amount of time required each month is about 10 hours.

The following are job descriptions for the different types of leaders in the 4-H organization. Being
a leader is a very large job. It is important to remember that as a leader you CAN NOT be
everything for everyone.

Responsibilities:

« Coordinate 4-H club leadership and promote a youth run club

« Coordinate yearly program

« Supervise election and guidance of club members

« Encourage all members to participate

* Provide a positive learning environment

« Communicate with and inform members, parents, leaders, and 4-H Youth Development Agent
» Guide members in project and activity involvement

» Guide members in awards and recognition programs

* Recruit and guide other club leaders

« Recruit, counsel and relay information to project and activity leaders
* Assist members in record keeping

« Attend county leader workshops

» Promote 4-H program in the community

+ Inform families of opportunities to guide members and participate in activities on the club,
county and district levels

» Refer youth/teen leaders to project or activity leaders

THIS ISABIG JOB THAT YOU DO NOT

HAVE TO DO ALONE!
TWO OR THREE LEADERS CAN SHARE THE WORK.
65
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Project Leader

The purpose of this leader is to guide and support 4-H members in project
learning experiences. The time required is one year with approximately six
meetings or more.

Responsibilities:

 Continue updating own skills
 Share knowledge of project area
* Guide learning of members

» Offer parents suggestions on how they can assist members’ learning
experiences

» Provide interesting learning opportunities

* Relate learning to life skills

» Help members decide project direction

 Be familiar with 4-H project literature

» Encourage members through praise

» Help members evaluate their own work

 Be sensitive to individual needs

» Help members prepare for the county fair and judging experience
« Assist member record keeping

« Communicate with the club organizational leaders
* Delegate tasks to youth/teen leaders

For More Resources:
4-H Publication 4H-500: I’'m a 4-H Project Leader: Now What Do | Do?
http://www.uwex.edu/ces/4h/pubs/showdoc.cfm?documentid=345

For More Information or Questions Please Contact the 4-H Youth

Development Agent
66
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‘a Wisconsin 41 DESIGNING 4-H PROJECT EXPERIENCES:
%v’f Clubs SETTING PROJECT GOALS

18 USC 707

BACKGROUND
Intended Audience:
. 4H th smd mchfi To get the most fiom their project experience, members need to e actively mvolved
pjert leadees in choosing their projects, seting their project goals, and msking decisions akbout
when snd what they will do to accomplish thoss zoals. Project leaders serve as guides
I ing Dbjectives: fior members s they sef off on their project adveniure. Todsy we will learn about goal
Drojact leaders will: ) seffing &5 an important frst step on the road to 3 snocessful project experience.
» TUnderstand the
. & of providi H—IATTD_DG
members with Introduction . -
ities to design ﬂneu:l‘f'ﬁemany_mlgufﬂmd—ﬂgmpctlmﬁa’ntbﬂ
ﬁ"' project of “guide. ™ But, it"s difficult to goide members alonz
— their project adveniore umless we know where they
. IE the i of want to go. It's like frying to access doving direciions
zoal setti as! a first swep from the Internet withowt knoaing our destinstion!
in project work . _— -
. I pmﬁ of s Gna.lsmplﬁmlmemmhm {Emmmwm
pmjectgm]l:mamlls gummi gnalsml]_hzb}m,themi}us,mdﬂnmpmmmur . _
help I 53“31'5 other project belpers know exactly wherne they want their project sdventures to take
goals. them and more importanily, shed some lizht on how and when they want to amive.
Eall get - ! Use your fitst project mesting as a time for geting acquainted goal sefting, and
incTeases members’ sense of Mw G't"“md_ . . .
independence s they set Helping members get acquainied and feel weloome af project meetings is an important
their own zoals and mske tole of the project leader.
decizions shout their project . ) )
work As youth snd sdult leaders armive, tape a project term on each of their backs. For
) example, if the =ample project is woodworking use terms such as nail stein oak,
VREC Tazomomy: hammert, saw, eic. When everyone has amved, ssk them to move about the room,
"i-'u]unteers'nilltm:;mse acking others “yes” or “no™ questions fo help them puess the term taped on their
their expertise in racks. Hint: To split the group mbo pairs, tape the same term on the backs of two
educational design and different people; ask the two with the same ferm fo pair up for the goal setting
delfvery as they develop activity. When matching pairs, consider paining up 3 Dew participant with 3 more
skills in implementing experienced participant. The more experienced member will then be in a positon to
leaming opportmities that work with the newer participant on the next activity.
effectively promote positve o .
personal developrment. Activity: Goal Sefting
Ak leaders to think about some typical project goals that members hawe mentioned
Time: 30-30 minmtes throozh the years. Fecord their ideas, which may mclude such goals as:
* Win grand champion at the Sxir
Supplies Needed: # Leoamn something ey
» Have fim
Set Acguamted ACHVIY * Mlake a bocokcase.
s Tape
* Slips of paper with Are these good goalsT Let’s apply some “goal seming™ criteria to them, to see how
project terms they stand up. Good goals are measurable and have three paris:
1. Acrtion —bhow you will do something
Goal Setting Activity 2. Results —what you are going to do
» Flip chart 3. Timetshle —when you are poing to do it
T Dmken 67
+ Fair premium book

From: University of Wisconsin Extension Designing 4-H Project Experiences: Setting Project Goals
http://www.uwex.edu/ces/4h/pubs/showdoc.cfm?documentid=20100




Good goals aleo pass the “control fest.™ Does the member have contral over the
outcome of the goal, or does someone else have that control” For example, & meniber
controls the cutcome of this goal, “Twant to collect, identify, and display six new
species of butterflies for this year’s fair,” but does not control the outcome of this
goal, “T want to win grand champion for my batterfly display at this year's fair™ In
the second zoal, the judge controls the owtcome, not the member.

Looking back at the examples, let’s determine if each meets the “good goal™ criteria.

* Win grand champion at the fuir — mchades 2 result snd timetable, bat does not
pass the “control test.™

* Leam something new — mchodes action, but does not include a specific result or
timetable; is not measurable.

# Have fim — inchedes action, but does not inchode a specific resnlt or timetable; is
oot meeasurabie

# Make a bookcase — inchades action and result, but does not include a timetable.

Using the handout, “4-H Goal Setting Worksheet ™ write two good goals thata
member might have for the project(s) you lesd. Discuss your goals with others at the
iable. Do they mest the criteria?

Hote: When working with membsers to sef their project goals, it's helpful to have
copies of the fair premivm book and the project activity guides (project Literature) on
hand for their reference. And remembrer, younger or first year members need more
help with setting spproprizte goals than older or more experienced members. You
may want to pair newer members with more experienced members for the goal seting

Tip: Leaders should keep copies of the members” goals. These will come in handy
when planning futore mestings and can be nsed later to measure members'
acoomplishrnents.

Closing

As previpusly noted, well-written goals will belp the leaders, the members, and their
parents of other project helpers know exsctly where they want their project
adventres to take them. More importanily, they shed light on how and when they
want to arrive. The next step is using the members’ goals to develop a project plan

TALK IT OVER

Reflect:
# How do well-written goals help members focus their project experience?
# Why might it be nseful to heve the fair preminm boeok snd project activity guides
on hand when belping members develop their praject goals?

Apply:

# Ty writing your own goal or goals for this year’s project experience. What do
you want to leam or do? What are your zoals for the group? Compare your goals
with those of other members of the project leadership team  amd incorporate
them into the project meeting plan, as well.

EMHANCE/SIMPLIFY

Enhamnce:

# Think about how project goals might be different for youth with more or less
project experience of youth of different ages. Fefer to the “Goal Setting Leader’s
Guide to Helping Youth, ™ University of MNew Hampshire Cooperative Extension,
at hnp:/extencion mmb edu/'$H 4HPubs ldrszes pdf for more information. Look
again at the sample project goals you wrote. For what age group or experience
lewel are they most appropriate” Ty wiiting sample goals for youth with more
experience. Think of one or more sample goals for youth project leaders.
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# Father than challenging participants to write and discuss sample goals
appropriate for the projects they lead, bramstorm and write several pood sample
goals as a total group that meet the goal setting criteria and stand up to the
“ronirol test.”

EVALUATION
It is DmpoTtant o use an evalation that is consistent with your teaching objectives.
The short evaluation provided at the end of this lesson plan can be modified to mest
your neads. An option to a written evaluaton is to record the Feflection question
discussion. Fecmuit someons ahead of time to take notes while you are leading the
discussion.

ADDITIONAL WEB LINKS
. ‘ﬂ—HGﬂﬂ]Wntng Wuﬂm Iuwa StateUnnremty Emmnnn,

TECEIEEIEEEM@HHGW : Wm'ks.llea‘l
& “irpal S-EmngLeachr g Goide to Helpmg"fmm," Lﬁnv:emryanmernpﬁm

. ﬂelpmg'fmﬂ: E-EIZGIDEIE “mm%ﬂm Tramu'lgSmm Fntgers
Cooperative Extension, hitp.//mrww Tore mtzers edn'pubs/pdfa4h e 148/41 5-
1l6ndf

+ “Naking the Most of Your Projects,™ ACToc061, Wis. 4-H Comnmmity Clhub
Ceniral hitp:/ . owex. edu/'ces. Shpubs/'showdoc . cfin T deommentid=4085.

* “Saction 5: What is a 4-H Project,” NT5 4-H Club Leader Handbook, Comell
University E-uupualn‘eEximmn, Mﬁ-’l_

Finalized by the Strengthening dhe Vitalioy of 4-H Commmnity Clnbs Work Team,
March 2007

EXtension

..'llEECI."L-l-m]:l]-u:.w Univarsity of Wisconsin-Frieesion provides squal opportmitios in employmont and

Title It and Amarican with Disahilitios {ADA) rquiressants. I© 2007 by the Board of

Prograzming,
Eaogants of the: Unismity of Wisconsin Sysiem. Deaveloped by the Wiscomain 4-H Office, 431 Lowall Hall, 610
Langrdon St., Masdison, W1 53703, The 4-H namo and emsblons ars federalby profecizd mmdar Title 16 US Coda 707. 69



Handout
4-H Goal Setting Worksheet

Good goals are measurable and have three parts:

e
A\

1. Action—how you will do something
2. Results — what you are going to do
3. Timetable — when you are going to do it.

Good goals also pass the “control test.™ Do you have control over the J

oufcome of the goal, or does someone else have that control? For example,

you control the outcome of this goal, “T want to collect, identify, and ':r\\__/
display six new species of butterflies for this year’s fair,” but you do not B
control the outcome of this goal, “I want to win grand champion for my

butterfly display at this year's fair.™ In this goal, the judge confrols the outcome. T

ACTION RESULT TIMETABLE
I want to leam to bake two new kinds of cockies by Chnistmas
I want to train my dog to sit and lie down on noy by June 1
command

Adanaed from “4-H Gool Friting Wonkshes, * fowa Stote Unnversioy Cooperotioe Enmenaton, ot
Tir ool au e e o W R rdomtere s LT id-F 2 B30 [ TeoC Bl iy fes s H el
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Designing 4-H Project Experiences: Setting Project Goals
Evaluation

. Please rate the following- How useful will this information be in helpmg members set
achievable goals for their project expenence? Circle one response.
Very Useful Somewhat Useful NotSure  Not Useful

. Please answer the following: Do you feel better prepared to help members set project goals?
Yes No

. What wall you do as a result of this program?
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\)eader Development

Becoming an Effective Leader

Being an effective leader is not being everything for everyone. Becoming an effective leader
can be a lifetime learning process. There are many skills that take years to develop. Below
are some qualities of the truly successful leader. Look them over and keep in mind which

you may need to work on and which you do well.

10 Qualities of a Successful Leader

1. AValue Driven Work Ethic

Good leaders not only want to do things right,
they want to do the right thing. Leaders work
long, hard, and most of all smart.

2. Lifelong Learners

They ask many questions. They are open to new
ideas and input of others. They are also willing to
ask questions of themselves and their own
programs.

3. Willingness to Risk

Leaders do not see setbacks as failures, they see
them as learning opportunities. They realize
that new things may or may not work and are
excited by the challenge.

4. Visual Goal Achievers
Leaders look to the future with plans. Knowing
what needs to be done is more important than how

its going to get done. Leaders are MISSION
DRIVEN.

5. Constant Change Agent

They see change as constant and positive. They
can roll with the punches. They are willing to do
projects that others will not try.

6. Champion Team Builders

Leaders know the value of a team. They know
how to get the entire team on the same page,
involve everyone, and delegate jobs. Leaders
know that the power is in the group.

7. Communicator

Leaders are great LISTENERS. They do what
they say and say what they do. They speak fairly
and nonjudgementally.

8. Enthusiastic Optimist

Leaders think of “do’s” not “don’ts”. They
look at the the possibilities of a problem instead
of the impossible aspects. They look for win-
win solutions.

9. High Expectations of Self and Others

They see themselves as important. Leaders
EXPECT THE BEST.

10. One Who Overcomes Hardship

When things go wrong, leaders bounce back.
They are tough minded.
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Adapted from: Porthan, E. (2001) Ten Commonalities of Transformational Leaders. NOLS Leadership Education Toolbox.

For more information: See Opening Doors by R. Janke, C. Leifild, J. Penshorn & K. Peterson at the UW-Extension Office
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Effective Communication and Conflict Management

Conflict is a part of life and happens every day. Let’s face it, there are too many different and interesting
people in this world for everyone to get along all of the time. When used correctly, conflict can be an
educational and a useful tool. Do not avoid conflict in your 4-H club among members or families. Instead
use some of the following techniques to help resolve the issue. If all else fails, your 4-H Youth Development
Agent is qualified to help in such matters.

People Orientated Problem Solving

A Process
PHASE ONE - DEFINING THE PROBLEM
1) Clarify Concerns List key concerns of all involved people.
2) Establish a goal statement Say what has to be accomplished.

3) ldentify key requirements Who are the key individuals affected? What are your/ their/ the 4-
H’s expectations?

PHASE TWO: SEARCH FOR SLOUTIONS
4) Determine the solutions What win-win solutions can we think of?
5) Evaluate the solutions What is or are the best solutions to achieve our goal?

6) Obtainagreement What are we willing to try?

PHASE THREE: IMPLEMENTATION AND FOLLOW-UP
7) Develop an action plan. What has to happen to make the solution work?

8) Establish a measurement plan. How will we know if the plan is working and how will we
tell each other?

9) Follow-up results. How did the solution work? What could we do differently to get better
results?
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Effective Communication and Conflict Management

The People Orientated Problem Solving Process in Action

The Situation: You are the leader of a club that is located in a township a long distance away from the
county fair site. Several of the families in your club are having difficulty finding the time and
resources to get their children to the fair on the various different days they need to participate. The
families are becoming very frustrated with the situation. They come to you in a group, angry that
things are difficult, frustrated that things cannot/will not change, and are threatening to withdraw
from the program.

IN ORDER TO MAKE THIS PROCESS WORK, YOU MUST SEPARATE THE ISSUE FROM THE
PERSONALITY OF THE DISAGREEING SIDES!

Phase 1 — Defining the Problem
1. Clarify Concerns: Parents cannot take too many days off of work to transport children. Parents feel
unsupported at the county level. Parents are stretched too thinly with their time.
2. Establish a Goal Statement: A solution must be reached that alleviates some of stress of the unhappy
families and still allows the children to participate.
3. ldentify Key Requirements: Individuals affected: Parents, members, leaders
Expectations: 1. Parents expect to find a way to ease the stress of transportation.
2. Members expect to show at the fair and participate in 4-H.
3. Leaders expect participation and membership to be maintained.

Phase 2 — Search for Solutions

4. Determine the Solutions: Consolidate some of the showing days at the fair. Set up a car pooling system
among the families who are participating at the fair. Find a volunteer driver to transport members to and
from the fair every day at set times.

5. Evaluate the Solutions: After discussion, the option of setting up a carpooling system among the
families seems the most workable at this time.

6. Obtain Agreement: The families all agreed to try this option for this year’s fair

Phase 3 — Implementation an follow up

7. Develop an Action Plan: A phone tree among the families must be established. A list of driving times
must be formed. A list of participating members needs to be created. Meeting times and places at the
fair as well as the township need to be established.

8. Establish a Measurement Plan: At the club meeting after the fair the following questions will be
discussed — Did this plan solve our problem? Were children able to participate without putting too much
strain on their parents?

9. Follow-up results: Was the carpooling organized? Is there anything we can do differently next year?
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Effective Communication and Conflict Management

Conflict can be caused by misunderstanding, personality issues, differences in values, unclear
responsibilities, lack of resources, or change. Use these strategies to help resolve conflicts:

Stay calm and try to keep the group calm.
Clearly define the problem.
Try to draw feelings and meanings out of the discussion.

Do not take conflict as a personal attack; separate your feelings from the
situation.

Give nonjudgmental feedback when it is requested of you. It is important to
remain neutral

Be creative when searching for solutions to the problem. Use all sides when
problem solving.

Help the group look at win-win solutions.

Do not try to “save” the group by stopping the conflict. Allow them to work out
conflicts on their own.

For more information on conflict management:

http://www.managementhelp.org/grp_skll/grp_cnfl/grp_cnfl.htm

http://www.cnr.berkeley.edu/ucce50/ag-labor/7labor/13.htm
Social Skills Lessons & Activities for Grades 7-12 (1997) Edited by R.W. Begun and

produced by The Society for Prevention of Violence

See the UW-Extension office for Talking with TJ materials.
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Effective Communication and Conflict Management

Youth (and adults)use various conflict resolution techniques. While many of these strategies can be
effective, there are several that can be less effective and even detrimental to the situation. Identifying these
different techniques early can help you become a more effective mediator.

Less Effective Methods

Aggression — Harming the other person
physically or verbally

Accommodation/Placating - The
individual gives in immediately to the
others’ position to avoid conflict

Flight — The individual gives up and
retreats from the situation

Tattling — Using adults as a means to hurt
another person by getting him or her in
trouble. The child’s primary intent is to get
back at the other child, not to use the adult
as an intervener.

Comparison- Individual uses others’
accomplishments or mistakes to accentuate
another’s

Fabricating Support- Says “everyone feels
the way I do about you”
=
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More Effective Methods

Negotiating — Youth and leaders listen to
others’ points of view and discuss the best
option

Compromising — meeting people halfway —
both groups agree to sacrifice something to
resolve the conflict

Taking Turns — Youth both get something
they want by evenly splitting

Active Listening — The youth or leader shows
that he or she truly understands the other
person’s point of view

Threat-Free Explanation — Each person tells
his or her side of the story without attacking
the other. Emotions are kept under check

Apologizing — Telling the other person you
are sorry. This does not necessarily include
admitting you were wrong.

Soliciting Intervention — Asking a third party
to assist with mediating the discussion or
problem solving process

Postponing — Taking a time out to discuss
things at a later time

Humor — Diffusing negative emotions with a
funny thought or joke. Be careful not to make
the other person feel minimized
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Experiential Learning: Learning By Doing

This is what 4-H is all about; not only learning, but learning by doing something. This is something you, as
a leader, should keep in mind when planning or supervising any 4-H activity. This may be one of the most
challenging aspects of being a leader.
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- We Learn in Different Ways! Zt
= People Remember: -
oy 20% of what they read -
o 30% of what they hear iy
oy 50% of what they hear and see -
= 70% of what they say iy
- 90% of what they say anddo -
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The 4-H Youth Development Program is based on the idea that people learn most of what they see and do.
This is formally known as experiential learning. It is shown by the graphic below.

Experience Circle 1 is the experience/actually doing
1 the activity.

Circle 2 is to share. It is important for
youth to share feelings and observations.
As a leader you must make them feel safe
and encouraged.

Circle 3 is to process/carefully examine
a shared experience. Ask questions that
elaborate on feelings and get the
members to contrast and compare.

Circle 4 is to generalize. Thisis an
opportunity to carry lessons out to real
life situations.

Reflect

Circle 5 is to apply. Guide youth in how
to apply these lessons to their own lives.

G li
enezra ize 77
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Defining Recruitment and Retention

A portion of the general leader’s job description is the recruitment of new leaders and
members. Retention is directly related to recruitment. What you need to do is find good
volunteers that are willing to work and willing to stick around. Here are some thoughts on
recruitment:

Definitions

“Raising or strengthening by enlisting personnel.”

Webster’s New World Dictionary

“Finding other people who want to do the work so

that you won’t have to.”

Steve McCurley

v" Well-run organizations and volunteer programs recruit well, because volunteers are
attracted to good organizations.

v’ Effective recruitment involves recruiting only as many of the right volunteers as you
need. Too many volunteers are just as bad as not having enough.

v Well-defined jobs are the most effective way to encourage people to participate.

v Good recruitment will get you volunteers, but only good volunteer management will
keep them around. Retention is simply the process of re-recruiting the volunteer
each and every time he or she shows up.

v" The world’s best recruiters are satisfied volunteers.

“If YOU DON’T ASK, PEOPLE CAN’T SAY ... YES!”

78
For more information about recruitment and retention request the book, 101 Tips for
\Volunteer Recruitment by S. McCurley and S. Vineyard at the UW-Extension Office.
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Finding Volunteers

There are no rules for where you can or cannot recruit!

R/
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D

In fact, you can be as creative as possible when recruiting volunteers.

Ask yourself, Where in the community can we find people who have the skills this
volunteer job description requires?

Let’s go through the steps with an example: You have a large group of 4-H members who

1)

2)

3)

4)

are interested in photography and you need to find a project leader.
What do we need for this job to be done successfully?

We need a volunteer that is skillful at using cameras, taking pictures, teaching people,
and perhaps developing and cropping photographs. We need this volunteer to commit
for at least one year’s time. An outgoing, fun, kid-orientated person would be highly
desirable.

Who could provide these things? What types of people are likely to have these
characteristics or abilities?

We can make a list of possible kinds of people who might fit the description.
newspaper photographer art teacher yearbook advisor
community artist 4-H photography judge camera shop owner
What would motivate them about this job?

This job may benefit them in the following ways: help them to meet people, to gain
skills, to gain recognition, to use otherwise unused gifts or skills, to get a tax benefit,
because of a hobby, as an extension of a job, to test leadership skills, it looks good on a
resume, etc.

How can we communicate with them?

Where do they live, work, shop, play? Look for your volunteers at the post office, art
shows, schools, county fair, local shops, etc. How can we contact them? You could
use the telephone, mailings, personal visits, etc. 79

Adapted from 101 Tips for Volunteer Recruitment by S. McCurley and S. Vineyard (1988)
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Retaining New Members and Families by Involving Them

The key to retaining new families in the 4-H program is to bring them into the 4-H family as soon as
possible. If a family does not feel welcome, they are not likely to stay no matter what the possible benefits
of the organization. To develop a welcoming environment in your club, do the following:

1.

Time Your Meetings Properly.

Make sure it is possible for the new members to attend your meetings. If there is a large
group of working families, try to accommodate some of their needs. Attempt to make
participation as easy as possible. People become involved with the group that makes it
the most convenient.

Go out of your way to personally ask new members to attend.

It may be helpful to have a “newcomers” meeting occasionally. Have club officers take
turns calling new members to remind them of meeting times and welcome them to the
club. Encourage older members to bring a friend to the meeting.

Designate a “meeter” and “greeter” at the door of your meeting.

Choose one veteran member each meeting to ensure that the new family feels welcome at
the meeting. This veteran member can save a seat for the new family, get to know them,
inform them of new opportunities, and generally make them feel at ease with the group
by introducing them to other members.

Create a mentor system.

Match up a new member with a youth leader or older member. This can also be done
with veteran families and new families. The mentor is more experienced and can be a
readily available source of information for the new family. The mentor can help the
family with an overview of the organization, how the meetings work, and a preview of
the New Family Guide.

Have a special new member project.

Luckily this is not something you will have to develop on your own. In Taylor County
there is currently a New Member Activity Guide that is designed to help the new member
make sense of their first year as a 4-H member. There is also a guidebook for new
families that is available through the UW-Extension Office. If your new families do not
have this publication please contact the Taylor County Youth Development Agent or the
4-H Administrative Assistant. 80

Adapted from 101 Tips for Volunteer Recruitment by S. McCurley and S. Vineyard (1988)
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The Importance of Recognition

Saying thank you and saying it well is probably one of the most important aspects of
retaining volunteers over time. Your project leaders, fellow general leaders, parents, and
youth leaders all do a tremendous amount of work for FREE. The only payment they have
available to them is the recognition of others.

Definition

Recognition: to be aware of; acknowledgement and approval;
gratitude; to notice as in passing.

Webster’s New World Dictionary

A Few Things to Remember About Recognition:

«»Athank you is not as effective if it is generic.

«»Recognition needs to be personalized and creative to be appropriate.

¢ Volunteers come in all shapes, sizes, ages and colors. Each has joined 4-H for a different reason.
This is what makes personalized recognition so important.

«¢ In order to ensure you give a volunteer the right kind of thank you, you must get to know the
volunteer. The best way to get to know a volunteer — Ask them about themselves!

¢ A thank you does not have to be big and bold. It can be as simple as a smile!

Some Creative Recognition Ideas

“*Name the coffee pot each month after a volunteer who has “served” well.

+¢+Send anonymous, humorous cards during hectic times (i.e. the fair).

“*Smile and call them by name.

“»Keeping track of the length of time the volunteer worked to recognize him or her accurately.

s+ Tell people they are missed when they are gone.

s Arranging child care for families with smaller children during meetings.

< Listening. 81
Adapted from Beyond Banquets, Plaques, and Pins: Creative Ways to Recognize Volunteers by S. Vineyard (1989)
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Dealing with Problem Volunteers

As a general leader you will work with wonderful parents, project leaders, youth leaders, and other general
leaders. Unfortunately you will probably also work with some not-so-wonderful ones. It can be very useful
to recognize these problems right away and address them. If you do not feel qualified to deal with a difficult

co-volunteer, ask a fellow leader or the Youth Development Agent for assistance with the problem.

8 Myth Statements That Will Only Make Your Situation Worse:

1. Ignoring a problem will make it go away.
It will only become more difficult to confront and will begin to affect the 4-H program.
2. No one else notices. I’'m the only one who is suffering.

It is likely that you are not the only one having a problem with this individual. Others can most
definitely see the problem.

3. I can fix/change the problem person.

You cannot and should not try. You are there for the 4-H members and this attempt would only drain
energy needed elsewhere.

4. There’s good in everyone. I just need to give them time to show it.

Unfortunately there are some unpleasant people in the world. Do not overly concern yourself with
others’ problems.

5. If I confront them, it will make things worse.

Not if you do it in a careful and calm way. Perhaps you will need to get some guidance about this
confrontation before you go ahead.

6. If I confront them they will leave the project or program and it will not survive.

Others can always pick up the slack. It is better to be short a leader than to live with a negative influence
on the 4-H members.

7. If ’m really the caring and all-accepting person | should be, I can handle them.

You are a volunteer 4-H general leader; you are not a saint. They are the problem, not you.
8. If I push them out they will be mad at me.

Maybe, maybe not. By confronting them, you did what was best for the program.

82

Adapted from New Competencies for Volunteer Administrators by S. Vineyard (1996)
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Wisconsin 4-H Stems in Youth Protection

Wisconsin 4-H is committed to protecting the youth in their program. Most types of leaders are required to
go through the volunteer certification program. This process helps to ensure that our youth are safe. The
complete policy on youth protection can be found in the policy and rules section of this guidebook.

The process consists of three components:

1. Application Form — enroll in the program including background check completed by the
Department of Justice.

2. Attendance at required orientation training —
» 4-H Organization and goals
» 4-H leader’s significance in a child’s life
» \olunteer Roles in 4-H
 Youth Protection — prevention, identification, and reporting of abuse issues
« Leadership

3. Signed agreement of expectations for volunteers. The expectations include the
following:

 Being a positive role model for youth

« Obeying state and federal laws

« Assuring that 4-H programming is accessible to all youth

« Recognizing that abuse and neglect of youth is unacceptable
 Not participating in or condoning neglect or abuse

« Treating animals humanely

« Operating motor vehicles in a safe and reliable manner

« Not consuming alcohol or illegal substances
83
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How to Report Child Abuse in Taylor County

Child abuse is a subject that is often difficult for people to discuss. However, when you place yourself in a
position of daily contact with all kinds of children, it is an issue that must be discussed. Think about this
subject as a leader and talk about it with your extension agent and leaders. If you suspect that a child is

being abused or a child has confided in you that he/she has been abused, consider the following steps:

« Is the child in immediate danger: If the child should return to the parent is there immediate fear of harm?
Or, can you wait until the next morning to report the abuse?

« If you suspect that there is abuse occurring with a child who you work with, is there another 4-H leader
within your club that could support or identify this abuse along with you?

« Please note that reporting child abuse is not mandated for volunteers working with youth. Your reporting
of child abuse is viewed as a moral responsibility to assure a safe environment for the child.

« Anyone who has reason to believe that a child has been abused or neglected, and has reported this in good
faith, is immune from civil or criminal liability.

« Non-emergency reporting is handled through the Department of Social Services at 715- 748-3332. You
will first talk with a social service specialist who will take the report from you.

* Be prepared to give the child’s name, address, parent’s names, sibling’s names, schools attended, and any
other family background that you know.

« It is strongly encouraged that you give your name (it may be first name only) and your phone number; all
information is legally kept confidential.

* Your report is given to a social worker who investigates the report (case). Giving your name and number
allows the social worker to call you and ask for further information; in most cases you would be called
only once.

+ In emergency situations, you are asked to contact local law enforcement (sheriff’s office or local police).

« When your report is taken and your name is given, remember that you are protected by law against
criminal or civil liability if you are reporting in good faith. Unless you personally witness a child being
abused, you will not be asked as a witness in court.

» Once a report is filed, an investigation must begin within 24 hours and must be completed within 60 days.
You, as the reporting person, may request a letter to confirm that an investigation will be done. Results of
the investigation will not be sent to you since you are not a mandated reporting party.

« After the investigation has been completed and if it has been substantiated, the following actions may be
taken: parenting classes, AODA counseling, parent time outs from children, removal of the child from the
home, counseling for the child, as well as other options. 84
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Preventing Situations Where Abuse May Occur

As a volunteer leader, you can take some proactive steps to protect both your leaders and 4-H
members from situations that may put the leader, the member, or both at risk. Always take
some time to think about club activities and programs to identify where the risk lies. Always
make plans on the cautious side. For everyone’s protection, volunteers should take the
following precautions when working with youth in the 4-H program:

1. Adults should work with young people in reasonably open places where others are
welcome to enter — not behind closed or locked doors. Be aware that while spending time
alone with a single youth can be positive and helpful, it can also be a reason for concern
for everyone involved.

2. Always welcome and encourage parents and guardians to attend meetings and events.

3. Respect the privacy of youth when clothes are changed and showers are taken. Adults
should be involved only when there is a health or safety issue.

4. One unrelated adult should NOT room with one youth during an overnight stay such as
camping or an award trip

5. Never use physical punishment or deny basic necessities such as food, shelter, or medical
care.

6. Be alert to the physical and emotional health of the young people you work with.

These precautions are designed to
protect youth, adults, families,
and the organization.

Source: North Dakota State University Extension Child Protection Policy 85

Youth Protection Orientation Resources Handout #11 4-25
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Constitution and By-Laws of the Federation of Taylor County 4-H

Looking at the constitution and by-laws of the Federation can be helpful in many ways. Reading this over is
useful when creating your own club’s constitution. It is also very beneficial to know what the policies and
rules are concerning 4-H in Taylor County.

Article I. Name and Purpose

Section 1. The name of this organization shall be "The Federation of Taylor County 4-H."
Section 2. The purpose of this association shall be:
a) To promote positive youth development through the promotion of the Taylor County 4-H program.
Rev. 2/95.
b) The planning, conducting and evaluating of the county 4-H program through the use of an elected

Board of Directors, and departmental committees, with the assistance of the county extension office and
other outside resources.

) To review ideas, plans and suggestions brought up by county committees, local clubs and leaders.
d) To fairly select members for county and district project achievement, and trip awards. Rev. 2/95.
e) To assist in the promotion and operation of the Taylor County Fair through representation on the Fair
Board.
Avrticle Il. Office and Records
Section 1. The office of the Federation shall be in the county extension office.
Section 2. All permanent books, records and property of the Federation, shall be kept in the Federation office,

with the exclusion of current records which shall be kept by the Secretary and Treasurer. Books
and records may be examined by appointment by members of the Federation. Rev. 2/95.
Article 111. Membership

Section 1. There shall be three classes, namely: Active, Associate and Ex-Officio.
Section 2. The Active group shall consist of parents, adult leaders and youth leaders.
Section 3. The Associate group shall consist of persons representing special offices and positions who have

rendered services to 4-H club work and have been selected by the Federation membership as
deserving of the honorary title ("Friends of 4-H"). Rev. 2/95.

Section 4. The Ex-Officio group shall consist of county extension agents.

Section 5. Members shall have all the rights and privileges with the exception of voting power. Voting
privileges shall be held by Active members only. Rev. 2/95.

Section 6. Youth leaders shall have all powers and privileges, including nominating, voting and running for

office in their Federation of Taylor County 4-H and the Executive Board of Directors. Rev. 2/95.
Section 7. Members and leaders may belong to only one 4-H club at a time. Adopted 2/95.
Avrticle 1V. Board of Directors - Composition
Section 1. The Executive Board of Directors shall consist of up to eleven (11) members. A minimum of 6, a
maximum of 8 members will be adult leaders and represent different clubs. The Youth Leaders may be
from any two (2) clubs. The term will be three (3) years. YLO will hold an additional unrestricted youth
seat on the board and will provide a representative at each meeting. Rev. 8/99.

a) When Executive Board membership is a shared or co-member position, only one of the co-members
may officially participate at an Executive Board meeting. Adopted 2/95.
Section 2. The Board of Directors shall be elected by the active members present at the annual meeting, using

a secret ballot method of voting. Rev. 2/95.
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Section 3.

Section 4.

Section 5.

Section 6.

Section 7.
Article V. Meetings

Section 1.
Section 2.

Section 3.
Section 4.

Section 5.

Each year up to two youth leaders and three adult leaders shall be elected to fill expiring
terms. Rev. 2/95. If any director is unable to complete their term, the Board of
Directors shall appoint a director from that club to complete the unexpired term. If any
director fails to attend three consecutive board meetings without reason, the Board of
Directors shall have the privilege to appoint a director from that club to complete the
unexpired term. In event that the club involved does not supply a replacement, the
Board of Directors will appoint a director from another eligible club.

The Board of Directors shall meet within 15 days of the annual federation meeting, for
the purpose of electing from their numbers a President Elect, Secretary and Treasurer.
President Elect shall be elected from the group of Board members entering their second
year of office. The President Elect from the previous year will automatically become
President. The Board of Directors shall also elect from their numbers three directors to
serve as a Fair Committee. The Chairman of the Fair Committee will serve on the
board of Taylor County Fair as a representative of our county 4-H program. The office
of Treasurer shall be bonded and paid for by the Federation. Rev. 2/82.

The Past President will serve as a non-voting Ex-Officio director to help advise and
council the Board. The Past President will be eligible for compensation as stated in
Article VI for regular board members. Adopted 2/82. If the Past President is elected as
a board member the year following his or her term, he or she will serve as a regular
voting board member. Adopted 12/91.

The Board of Directors will establish a Disciplinary Committee using the guidelines
established in Sec. C, number 2 of the Taylor County 4-H Disciplinary Policy. Adopted 3/10.
The Board of Director shall serve a Maximum of three terms lifetime. Adopted 11.10.

The Board of Directors shall meet a minimum of five times each year.

The number of regular Federation meetings will be set annually by the Board of
Directors at their annual calendar planning meeting. Rev. 11/80.

Leaders’ banquet and achievement night shall be determined by the Board of Directors.
Special meetings may be called by the President, the Board of Directors, by petition of
10 members, or 4-H agent.

"Roberts Rules of Order" shall govern all meetings.

Article VI. Compensation - Meetings and Workshops

Section 1.

Section 2.

Board of Directors shall be reimbursed for mileage at the current county rate for all
authorized Board meetings.

Active members attending educational workshops, trips and meetings may qualify for
reimbursement if expenses are submitted according to policy, using approved 4-H
reimbursement vouchers. Rev. 2/95.

Article VII. Purpose and Responsibilities of Board of Directors

Section 1.

Section 2.
Section 3.

Section 4.

The purpose of the Board of Directors shall be to manage the business and affairs of the
Federation between regular Federation meetings, when necessary.

To review and authorize all major expenditures and obligations of the Federation.

The Board of Directors shall report, in full, on its activities at each regular Federation
meeting and shall be guided by policies and recommendations adopted at these
meetings.

The Board of Directors will review plans and suggestions submitted by all departmental
committees and subcommittees for consideration and presentation to the Federation for
approval. Other special committees may be appointed by the Board of Directors as they
deem necessary.
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Article VIII. Annual Election

Section 1. Methods of nomination: Nominations for the Board of Directors shall be submitted by eligible 4-H clubs
in writing prior to the annual meeting or from the floor.
Section 2. A majority of votes cast shall be required for election. Rev. 2/95.
Article IX. Quorum
Section 1. A quorum shall consist of members present. Rev. 11/80.
Article X. Amendments
Section 1. The constitution and by-laws may only be amended at the Annual Federation meeting and only by two-
thirds majority of the members present. Rev. 11/99.
Section 2. Notice must be given at a previous meeting and through notification by mail to all members regarding the

change in constitution being considered. The notice must be mailed at least one (1) month before the
Annual Meeting and no more than two (2) months before the Annual Meeting. Rev. 11/99.
Avrticle XI. Non-Discrimination Clause - Rev. 2/95.

Section 1. The 4-H program is open to all interested youth, regardless of race, color, income, creed, national origin,
gender, place of residence or handicap. In Taylor County, youth in Kindergarten through the next year
following high school graduation, may participate in the appropriate programs. At that time, they may
begin participation as an adult volunteer. Rev. 9/98.

Avrticle XII. Dissolution Clause - Rev. 5/98.

Section 1. Upon dissolution of the Taylor County Federation of 4-H, any assets must be turned over to a
4-H Youth Development Program or a 4-H Foundation, as selected by a majority vote of the
Executive Board.

Adopted 9/28/78

Mission of the Taylor County 4-H Program

The Taylor County 4-H Program will provide many learning experiences
through the cooperation and leadership of both the youth members and

adult leaders.

88



U

Q)

Wisconsin 4-H Youth Development Policies

18 USC 707

These policies govern 4-H activities in the entire state of Wisconsin. It is very useful to read and know these
policies. You will then be able to ensure that your club event is acceptable and covered by Wisconsin 4-H

insurance.

WISCONSIN 4-H YOUTH
DEVELOPMENT POLICIES

MEMBERSHIP
A. Enrolliment Policies

1. The Wizconsin 4-H year iz defined as October 1 — September 30 for the purpose of definition in
these policies.

2. The Wizsconsin 4-H Youth Development program has a policy of open enmcliment. Eligible youth
may enrcll in Wisconsin 4-H Youth Development programs at any timme of the year. Counties
may establish reasonable enrollment deadlines for participation in cerfain programs when those
deadlines are needed to ensure educational integrity andfor safety.

MNew 4-H enrollments will be accepted at any time during the year. Counties can establish
re-enroliment deadlines for continuing members. It is reasonable to establish enrcliment
deadlines for certain aspects of participation such as county fair or animal projects because
of the need for education prior to participation, however, basic cub membership must be
accepted at any time.

3. Youth in first grade are eligible to enroll in the Wisconsin 4-H Youth Development program.
First and second graders will participate in 4-H as Cloverbuds. Youth will continue to be eligible
for membership through the next 4-H year following their graduation from high school.

Cloverbuds - Counfies have the option to extend Cloverbud membership to youth in 5
year-old Kindergarten. Thiz does not include pre-kindergarten or 4-year-old kindergarten
youth. The state recognizes Cloverbuds as 4-H members. Developmentally appropriate
programs should be designed to meet the unique needs of Cloverbuds.

Home Schooling - Children who are home schooled will participate in 4-H in their declared
grade.

Graduation - Counties are encouraged to recognize full graduation for those who wish to
cease 4-H membership upon graduation from high schoel. High School seniors, and those
participating as members in the year following high school graduation, will be eligible to
participate through the entire 4-H year.

Disfrict & State Events - Participation in District and State 4-H events and recognition
programs will be based upon the 4-H members grade.

Mational Events - Participation in national 4-H events will be based upon the age
established for the eveni.
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B. Membership and Participation
1. Youth may not hold 4-H membership in more than one county or state at the same time.

This statement does not limit multiple county memberships in a given year, but it does
require that thoze memberships be conseculive rather than concurrent. Youth moving from
one county to another, for whatever reason, can belong to 4-H in the second county, but it
requires transferming their membership from the first county. This also does not limit
zomeone from belonging to 4-H in a county or state that iz different from their county or
state of residence, neither does it prohibit a 4-Her from participating in educational
programs in other states or counfies.

2. Youth must qualify for parficipation in district, state, or national 4-H competiions through their
county of membership.

This statement does not prohibit a county from using an event in another county as the
place where their members qualify for a district or state competition. it does mean that
members must be selected as representatives of only their county of membership,
regardliess of the location of the qualifying experience.

PARTICIPATION
A. Participation Options

1. Youth may participate in the Wisconsin 4-H Youth Development program through:
+  Membership in a 4-H club
+ Participation in a special interestfactivity/group/program sponsored by UW-Extension

2. Additional participation options may be offered at county dizcretion:

+ Affiliation with an organized 4-H project

+ School enrichment

+ There may be extenuating circumstances where independent and family memberships
would be wamanted. The circumstances should be carefully reviewed and granted sparingly
as an exception. Independent and family memberships should not ordinarily be allowed
when the potential exists for organizing or joining a multi-family, community-based 4-H club.
If a county chooses to grant a family or independent membership status, there should be a
clear statement of expectations for those members, incduding an educational plan and
participation in community service. Individual and family memberships are not eligible for
recognition as a tax exempt entity.

B. Requirements for a 4-H Club

1. The University of Wisconsin-Extension grants 4-H Club Charters, which formally recognize a
club's affiliation with 4-H, and grant that club the permission to use the 4-H Club name and
emblem. 4-H Charters must be renewed annually. To be a chariered 4-H Club in Wisconzin,
the following requirements must be met and maintained:

Club name

Five or more youth from at least 3 families

Adult leadership that has been approved through the Youth Protection process

Educational plan which meets the purposes of the 4-H program

Youth involvernent in leadership and decision-making 90




+ Meet on a continuing basis

* Have written operating guidelines, bylaws or constitution approved by the members to
govem the club

+ (Open to any youth eligible for 4-H membership, regardless of race, color, creed, religion,
sex, national origin, disability, ancestry, sexual orientation, pregnancy, marital or parental
status.

. Failure of a 4-H Club to meet these requirements may result in the loss of the club charter and
the use of the 4-H name and emblem. Annual charter renewal packets are due to the local UW-
Extension Office no later than December 1.

. Leadership for 4-H Clubs iz primarily provided by volunteers. A 4-H club may have paid
leadership when the individual provides leadership for the club as a function of their

employment for ancther organization. Teen leadership does not meet the adult leadership
requirement.

. 4-H Clubs must have an educational mission. Evidence can be provided in different ways. The
prefemed methed iz for clubs to develop a program plan with their members, and provide a
written copy of that plan to the members and the UW-Extension Office through the annual
charter renewal process.

“Youth participation in leadership and decision making” emphasgizes that 4-H clubs belong
to the membership, and that the youth members should make the decisions. Adult leaders
should not be making the decisions for the members. Many clubs operate with officers,
however they are not required.

“Continuing basis" means that a club intends to camy on as a functioning unit indefinitely.
The club may determine for itself the frequency and timing of itz meetings. Clubs that don't
meet in the summer, or November — February are acceptable if they continue as a club the
next year. They don't completely disband at the beginning of the summer. Rather they
continue to exist with leadership and an identity and program again in the fall. Likewize a
school club that meets every school year as the Sth grade class cub would also be
acceptable, even though all of the members change each year.

. 4-H Club written operating guidelines or by-laws need to include at minimum the following: the
group's purposefmission; a statement of compliance with state and national 4-H policies and
laws; the approved civil rights statements; information on how the group is organized and
makes decisions; the required dizsolution clause; and procedures of how finances are handled
and audited.

. All 4-H clubsfunits/groups must comply with federal and state nondiscrimination laws, including
Title W1 of the Civil Rights Act of 1964, Title X of the Education Amendments of 1972, and the
Americans with Disabilities Act.

. Requirements for a 4-H Unit/Group/Committee Charter

. The University of Wisconsin-Extension grants 4-H Charters to unitsfgroupsicommittees, which
formally recognize a club's affiliation with 4-H, and grant that club the permission to use the 4-H
Club name and emblem. All units/groupsdcommittees that handle finances and have a
checkbook must be chartered. To be a chartered 4-H UnitiGroup/Committes in Wisconsin, the
unit’groupfcommitiee must complete the Charter Application. 4-H Charters must be remewed

annually. The following requirements must be met and maintained: 91




Unit'Group/Committes name

Adult leadership that has been approved through the Youth Protection process
Educational plan which meets the purposes of the 4-H program

Youth involverment in leadership and decizion-making

Meet on a continuing basis

Have written operating guidelines, bylaws or constitution approved by the members to
govemn the unitgroupd committes

+  (Open to any youth eligible for 4-H membership, regardless of race, color, creed, religion,
zex, national origin, disability, ancestry, sexual orientation, pregnancy, marital or parental
status.

Failure of a 4-H Unit'group/committes to meet these requirements may result in the loss of the
club charter and the use of the 4-H name and emblem. Annual charter renewal packets are due
to the local UW-Extension Office no later than December 1.

4-H Unit/group/committes written operating guidelines or by-laws need to include at minimum
the following: the group’s purpose/mission; a statement of compliance with state and national
4-H policies and laws; the approved civil rights statements; information on how the group is
organized and makes decisions, the required dissolution clause; and procedures of how
finances are handled and audited.

Youth Protection

1.

4-H Youth Development programs and activities must be supervised by an adult, 18 years of
age or older, who has completed the Youth Protection program and is cumently an enrolled 4-H
volunteer leader.

In order to initially be recognized as a 4-H volunteer leader in the Wisconzin 4-H Youth
Development program, all adults age 18 years and over must participate in the Youth
Protection Program. The Wisconsin 4-H Youth Development Youth Protection program process
includes:

a. Completion of the Volunteer Application Form

b. Background records check for amest and conviction records through the approved

channel.

¢. Paricipation in volunteer crientation

d. Completion of the Volunteer Behavior Expectations Form

e. Completion of the 4-H Enrcliment Form.

4-H members who serve as youth leaders do not need to complete the Youth Protection
program process. If they enroll az an adult volunteer leader instead of senving as a youth
leader, they need to complete the Youth Protection program process.

To continue to be recognized as a 4-H volunteer leader in the Wisconsin 4-H Youth
Development program beyond the first year, all adults 18 years of age and over must annually
complete the following:
a. Volunteer Behavior Expectations Form
b. 4-H Enrcliment Form
Mote: A background records check for amest and conviction records will be completed every
four years for continuing 4-H volunteer leaders. Youth that are over 18 years of age and are still
active 4-H members do not require background checks. These youth are expected to
participate as members and not in a chaperone or adult volunteer leader role. 92




. Background checks and attendance at volunteer orientation are required for all host

parents/guardian who aren’t currently recognized 4-H Youth development volunteers.
Background checks are required for all other adults 18 years of age and clder, living in host
families who are not currently enrolled as 4-H members. It is up to county discretion whether or
not these adults should be required to attend volunteer onentation.

. Retuming volunteers who have been absent one to four years need the background records
check, signed Volunteer Behavior Expectations form, but are not required to attend the
onentation to be reinstated as a volunteer. Retuming volunteers who have been absent five or
more years need to repeat the entire Youth Protection process.

. 4-H volunteers who have already had background checks and child abuse training as part of
their employment or other volunteer expenence will need to complete the 4-H Youth
Development process.

. A guest speaker or guest presenter doesn't need to complets the process if working under the
visual supervision of an enrolled volunteer or Extension staff member.

. A record causes concem when there is evidence of a conviction related to child safety. If the
background check causes question with an individual, that individual will be contacted for
additional information before a decision on volunteer status is made. To enhance statewide
uniformity of implementation, decizions on questicnable backgrounds may involve additional
information review involving both state and county staff.

. The driving record for applicants reporting loss or suspension of a driver's license will be

checked using UW-Fleet policies. In the event driving resfrictions are placed on the volunteer
regarding fransportation of youth or their animals, the individual will be contacted regarding the
driving record to verify the accuracy of the record. Restriction of volunteer driving privileges will
be communicated in writing by either state or county staff.

10. If a volunteer applicant has lived in Wisconsin for less than three years, references will be

sought and checked. If a volunteer lives outside Wisconsin, references will be sought and
checked.

SAFETY

A. Program Safety Regulations

1. Adults and youth participating in all high risk programs, including horses, ATV, bicycle, rock
climbing/rappelling, rollerblading, and ropes adventure courses must wear protective clothing,
head and foot gear. Minimum requirements for these programs:

Protective head gear (SEl approved for the specific activity) which propery fits the
participant.

Shoes or boots which provide protection from the hazards of said program.

Clothing appropriate for the activity which will protect the participants from the elements
surmounding the event.

The policy means that all 4-H members and leaders (adult or youth) participating in the
mentioned projects andfor activities need to use protective or safety equipment while
participating. Approved safety helmets need to be wom while mounted or driving a horse,
operating a bicycle or ATV, on roller blades, rock climbing or doing a challenge course. 93




2. Ifa4-H club is listed &= a sponsor or co-sponsor of an activity which includes the above listed
projects, grade exhibit policies (youth must be in 3rd grade) and the helmet and safety
equipment requirements apply for all participants. This includes adults as they need to be

The goal of this policy iz educational. We need to work for a safe environment for our youth.
In the volunteer orientation program, the need for a safe environment is discussed.
Therefore, if safety eguipment which significantly reduces senious injuries is available, why
would we not use it?

These standards apply to all 4-H activities, regardless of location. Meeting these standards
may require the selection of an altemative site, or requiring the wse of additional safety
equipment, even though it is not standard practice for the facility where the 4-H activity is to
occur. If these safety requirements are not followed, then the particular event is not eligible
to use the 4-H name and emblem, nor will it be recognized as a part of the Extension

program.

Should people decide not to comply, they need to be disqualified from the competition or
asked to at least dizmount, if during a non-competitive activity. When adults are serving in a
leadership role, they are expected to meet the same safety requirements as the youth. If
leaders fail to comply with the safety policy and individuals are paricipating without proper
zafety equipment and an injury occurs, the leader may be found negligent and application
of liability insurance coverage would be questionable. This is a consequence which needs
sefious consideration.

Any classes which require 4-H membership fo enter, or serves as a qualifying event for
district or state competition must adhere to these safety policies.

It iz strongly encouraged that 4-H groups set an example of using proper safety equipment
and maintaining the highest standards of injury prevention.

3. To exhibit animals at any public event as a 4-H member, youth must be in at least 3rd grade
during the cument 4-H year.

This policy is for the safety of the 4-H member and the public at the public exhibition. The
developmental ability and maturity level of the exhibitor and the unpredictable behavior of
animals should be considersd prior to involving a 4-H member in the exhibition of animals.

B. Wisconsin 4-H Shooting Sports Policy

1. 4-H Shooting Sporis programs are available to youth from third grade through the year
following high school. Shooting Sports disciplines include archery, air pistol, huntingfwildlife
ecology, muzzle loading, rifle (177 pellet, 177 BB, and .22), and shotgun. 4-H youth must be
12 years of age to operate any powder-buming fireamm. This includes, but i not limited to, 22
handgun or rifle, muzzie loading handgun or rifle, or shotgun.

2. Youth may participate in an organized 4-H Shooting Sports activity only if a cerified 4-H
Shooting Sports volunteer leader iz present and providing supernvision. The 4-H Shooting
Sports certified volunteer leader must have ceriification in the shooting discipline in which the
youth is participating.

3. 4-H Shooting Sports cerified volunteer leaders must be at least 18 years old, and must have
successfully completed at least one state-level 4-H leader fraining Shooting Sports certification 94




workshop in the discipline in which they are providing supervision. If an adult volunteer leader
iz not cerified, hefshe cannot provide hands-on or safety instruction without a cerified
volunteer leader being present. A volunteer leader may obtain cerification in an additional
discipline (archery, air pistol, coordinator, hunting/wildlife ecology, muzzle loading, rifie [L177
pellet, 177 BB, and .22], and shotgun) by completing a cerification workshop provided by 4-H
certified state fraining team members. 4-H volunteer leaders are encouraged to upgrade skills
via training with such organizations as the NRA, NAA, and DNR.

4. 4-H adult assistant volunteer leaders do not need o be 4-H Shooting Sporte certified, but they
must be in the presence of a 4-H Shooting Sports cerified volunteer leader who has
certification in the shoofing discipline in which the youth is participating.

5. Youth assistants do not need to be 4-H Shooling Sports certified, but must be in the presence
of and under the supervision of a 4-H Shooting Sports cerified volunteer leader who has
certification in the shoofing discipline in which the youth is participating.

6. 4-H volunteer leaders must be currently enrolled as a 4-H volunteer in a county. Completion of
the Wisconsin 4-H Youth Development Youth Protection program required for all 4-H Shooting
Sports volunteer leaders. 4-H volunteer leader and member participation will be consistent with
state and county guidelines

7. If a 4-H volunteer leader is acting in an unsafe manner or iz in noncomipliance with 4-H
volunteer leader standards, he or she is subject to remowval.

FINANCIAL

A. Financial

1. Federal regulations goveming the use of the 4-H name and emblem require annual financial
reporting/accountability of all organized 4-H units. Funds raized in the name of 4-H must be
publicly accountable, and must be used for 4-H purposes. Failure to annually submit the
financial report could result in loss of the 4-H Clubfunitfgroup charter.

B. 4-H Clubs/Unit/Groups

1. Reporting Requirement: All 4-H Clubs/unitsfgroups are required to submit a financial record
and audit report to the County UW-Extension Office once each year. This report is included in
the annual charter renewal documents. Additional reports required by law must also be
submitted to the respective agencies with a copy or venfication of submission filed with the 4-H
Youth Development staff.

2. Dissolution Clause: 4-H Clubs/unitz/groups must include a statement of dissolution in their
written operating guidelines or by-laws similar to the following: Upon dissolution of the 4-H
Club any assets must be fumed over to a recognized 4-H club/unit/group, with the approval of
the 4-H Leaders Association and the county 4-H Youth Development staff.
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. County 4-H Leaders Associations and County 4-H Committees

. Reporting Reguirement: The county 4-H Leaders Association and county 4-H
commitieesfunits’groups must be chartered and are required to submit a financial record and
an audit of thiz record to the County UW-Extension Office once each year. Additional reporis
required by law must also be submitted to the respective agencies with a copy or verification of
submission filed with the 4-H Youth Development staff.

. Dis=olution Clause: The county 4-H Leaders Association must include a statement of

dis=zolution in its bylaws similar to the following: Upon dissclution of the association, any assets
remaining shall be conveyed to a 4-H Youth Development program or 4-H Youth Development
Foundation as selected by the affimative vote of the majority of association members entitled
to vote.

. County 4-H Units/Groups or Commitiees that have a check book or assets must be chartered

and must include a statement of dissolution in their written operating guidelines and bylaws
gimilar to the following: Upon dissolution of the committes, any assets remaining shall be
conveyed to the county 4-H Leaders Association if one exists. If one does not exist, any
remaining assets shall be conveyed to a 4-H Youth Development program or Wisconsin 4-H
Youth Development Foundation as selected by the affirmative vote of the majority of committee
members entitled to vote.

. Mulfi-county, District and State Committees and Councils

. Reporting Requirement: All muli-county, district and state committees and councils are

required fo be chartered and to submit a financial record and an audit of the record fo the
advising 4-H Youth Development Agent or State UW-Extension Specialist once each year.
Additional reports required by law must be submitted to the respective agencies and a copy
filed with the advising 4-H Youth Development staff or State UW-Extension Specialist.

. Diszolution Clause: Multi-county, district and state committees, councils, and unit'groups must

include a statement of dissolution in their written cperating guidelines or bylaws similar to the
following: Upon dizsolution of the committee or council, any assets remaining shall be
conveyed to a 4-H Youth Development program or 4-H Youth Development Foundation as
selected by the affirmative vote of the majority of committee or council members entitled to
vote.

L w . . . . - . A
An EECYAA employer, University of Wisconsi-Exiension provides equal cpporiuniiies in empiayment and
Em peogramming, including Tite [ and American with Disabiifes (ADA) requiremenits. & 2009 by the Board of
Regents of the Liniversity of Wisconsin System. Developed by e Wisconsin 4-H Ofics, £31 Lowed Hall, 610
Langdon S5t, Madison, W1 53703, The 4-H name and emblem are fsderilly protecied under Tite 18 US Code 707,
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Activity Plan — Wisconsin 4-H Club G ACTocos

R

18 USC 707

% l"%.r Wiscorsin 4-H  4-H Club Management

- - BACHKGROUND
Iintended Auvdience:
Whaose job is it to wormy about our 4-H clob’s money? YVon mizht say the treasurer and

leaders and I} the organizational leaders. Actally, it's the responsibility of everyones to know sboart
the chib’s money simation and bow money should be received and spent

4-H Club members, leaders | WHAT TO DO

and parents wil: Thinking About 4-H Club Mongy
* Understand the public We're going to see the firstsecionefa @ ==0000 .
nature of club fimds videotape called *4-H Money — Handle _.-'_'_.--~--

» TUnderstand the nead to with Care ™ This video was developed for “P*"mmw “,1-"‘ =R
make group decizions on chab treasurers. We e showing it to e

clubr fimancial issues everyone becanse we all need fo be
s Fealize the need for all mvobred in decisions about how we
club participamts to handle chob money. We also nead to
understand and use wise SUPOTT SUT ITeASOrer in USing proper
mhﬂ:ﬂ.ﬁg money-handling proceduores.
practices
# Fecognize the value of (Show the openimg 10:20-minrta
good record keeping sezment of the video ) This sepment gives an overview on the insppropriste nse of

chob money, possible money problems, responsibilites of the treasurer, need for club
Mote: This teaching outline budget, giving out receipts for money collected, and only using checks to pay bills.

supports “4-H Money — What things went wrong in the video?

Handle with Care Videotape & Money wasn'tin a bank or credit umion.

Facilitator Guide™ which # Personal use of club money.

has 3 lesson o help chak

reasurer” s imderstand their Egy Points abour Club Mongy Handling

Tole and how to carmy ot The videompe included a lot of information Let’s review key points abomt money

proper money handling. handling in 4-H chibs. Let's quickly review “Eey Point sbout Club BMoney

This resource also has a Hamdling™ in this hamdout. Lei's look at the main poimts in the following sechions:

45-minute lesson fior s Taking in Money

general chib use fornsing on » Diepaosit Cash and Checks in Bank or Credit Union Immediataly

the public natare of club » Approval of Clob Expenditures

funds, value of good record * Drocedure for Payment of Club Bills

keeping, and making group » Audit of Financisl Records

ml;ﬂmd“’ﬂ“" » Duties of the 4-H Club Treasurer

Target E Gal Autivity: What Shonld We Do in thiz Sifnation and in the Foture?

Elemenis: {(Davide the participants into groups of 4-5 that are mixed by age. Consider inchoding
Youth | - mastery of leaders and parents m the small groups. Give each group a case stedy.) Discoss the
money handling as chib case smdy with your group and report to the total Froup one recommendation they

wonld make for a change in club money-handling practices after viewing the

treasurers and s members

kinz fi 'H]:Ie:in'ms wvideotmpe and disoossing their case study. Ack 3 group member o give the
recommendations from the case sudy during the reflection time.

They grow in their
mdependence as they B
- Clasing
own and 3 Froup’s money. The entfire club i responsible for wise money handling, inchiding members, lasders

and parents. We may want to change come of onr money-handling practices. We
heard some recommendstions for the club to consider.

Your reactions to this session belp us evaluste its effectivensss. Please take the time to
complete this short evalnstion
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Supplies Needed:

Cimation? Activi
+ Hamdont

* Pans or pencils

Handouts

+ FEey Points about Club
Money Handling

¢ TWhat Should We Do in
This Simeation and in the
Future? Club Momey
Case Smdies #1-4

+ 4-H Money — Handle
‘with Care Videotape

+ Evaluation

Do Ahead:

& Have supplies and
handouts ready.

+ Feomit someone fo
record the reflection
discussion to use a5 an

evaluation (optional).

TALK IT OVER

Reflect:
# What do you think is the bigzest challenge that a club treasurer faces?
# What can 4-H club members do to help the treasarer?

Apply:
# What idea conld your club nse fo improve chob money handling? (Ask each
Eroup o report one recommendstion they would meke for & change in club
money-handling practices.)

EMHANCE/SIMPLIFY

Enhamce:

# Before thic lesson is tanght, the tressurer neads to be oriented at the county
and/or chab level o learn their duties snd how money shonld be handled.
Consider mvolving the treasurer &= the teacher or co-presenter in this session.
The tressurer neads to undersiand that the purpose of this session is to help
educate the club members which will help them sopport the ressurer’s work.

# If you have more time view the entire videotape, “4-H Money — Handle with
Care " and have discussion afier each of the videotape sezments.

# DMew members and families may be unsware of what the club typically spends
money on Share the club budget in your intreduction or give a bref report of
expenses thronghont the year.

# Check out the related lesson om T‘mdknmngfﬂf"fmm"

. FeﬂﬁﬂmmthﬂnﬂmEMMEmsem

Sources: Sll!ﬁf‘_'l':
¢ Created by Linda # Ack each case stady group to share their firture recommendation in writing m
R“'F“vmm of place of reporting fo the entire group.
Yﬂmm“=w s While this lesson is greatly enhanced by the videotape, it can be taught without
W_Enﬁm it. Incresse the focus on the “Key Points sbout Club Money Handing™ and the
+ Mancy Franz, Vems s T
e, | EvaLuanon
hexat, . It is important fo use an evaliation that is consistent with your teaching objectives.
Emm The chort evalustion in the handouts can be modified fo mest your nesds. An
Development altemative to 4 written evaluation is o record the Feflection discussion under “Talk It
Pmm}ﬂ' Owver.™ Recruit someons shead of time to take notes while you are leading the
Extession, 1908. discussion. Remember to share the evaluation results with +H Youth Development
* Linda Eustka and Domna | Exgencion staff in your county.
Menart, “4-H Money —
Handle with Care” ADDITIONAL WEB LINKS
videotape, 4-H 470, and * “4H Annual Financisl Report” is available on the Wisconsin 4-H Youth
+-E Money — Handle Dare}upmﬂniwebsrteat
with Care Videotape _ .
Eﬁﬁfm . ‘ﬂ—H[&d}T‘reama'Hamlmnk, 4 F Money — Handle with Care Facilitator
Dev ’ Guide™ and loan information, and financisl scoountability teaching materials ame
me.tpr;?ams} also available at the Wisconsin 4-H web site at
~Exiemion, ww ek edu/ces/4h'clubs'money ofim.
ﬂlmw s Wisconsin state 4-H financial policies can be found at
" . /po
com also be W Iwex adnces ' $h'Tesonrces /policies mdex cfim
accessed through your Finalized by the Strengthening 4-H Club Leadership Work Team:
TW-Extension office or 2005,
througzh the Cooperative Sepbember
Extension Media
Collection.
S 4 Amn FEOVAA soployer, Uniwersity of Wisconsin-Frisesion provides equal opportmitios in employment amd
w programming, inchiding Tithe I and Amsarican with Disahilities {ADA) mquiresants. € 2007 by the Board of 98
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Handout

Key Points about Club Monevy Handling

Taking in Money
» (Give a receipt whenever someone gives you cash or a check.
« Receipts mclude amount-recerved date, what the money 1s for, person paying and person

Deposit Cash and Checks in Bank or Credit Union Immediately
» Use deposit slip provided by bank or credit umion.
» Keep deposit receipts with club financial records.

Approval of Club Expenditures
» Club approval must be obtamned before ordenmg or purchasing any items for the club, unless
the 1tems have already been approved through the club budget.

Procedure for Pavment of Club Bills
1. Club members mmst approve the expense.
2. Wntten balls or receipts nmst be submitted to the treasurer.
3. The payment approval form mmst be signed by the club president and secretary.
4. The bill will be paid by club check (signed by the treasurer and adult leader).

Andit of Financial Records
« All club financial records, mcluding the check remster, receipts and club financial record wall
be andited at the end of every 4-H year. The audit will be conducted by an adult not related to
the freasurer and not directly involved with the club’s finances. The club tums m an anmual
financial report to the county UW-Extension office.

Duties of the 4-H Club Treasurer

Take charge of all money taken in by the club.

Maintain the club checking account.

Eeep an accurate financial record of all money received and all money paid out.

Deposit all money i a checking or savings account.

Never mix 4-H club money with your own.

Pay money out of the treasury by check only as approved by the club.

Give a report of money received, bills paid and amount on hand at each meeting.

Work with auditing committee to check your records before they are turned over to a new
treasurer.

0. Work with the club leadership team or club finance commuttee in developing the 4-H club
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budget.
10. Serve on the club leadership team.
11. Commmumicate with the treasurer mentor.

Sowarces:
& MNancy Franz, Veme Gilles and Donma Menart, “4-H Club Tressurer Handbook,” 4-H Youth Development
Programs, UW-Extension, 1908
+ Linda Fnstka and Domma Menart, *“4-H Money — Handle with Care™ videotape, 4H470, and “4-H Money —
Handle with Care Videotape Facilitstor Guide,” 4H462, 4-H Youth Development Programe, TN -Extension,
1998,
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What Should We Do in This Situation and in the Future?

#1 Club Officer Meeting

The club officers are meeting. The treasurer is asking the other officers to help discuss how much
money the club will need and how they will make decisions about spending money. The questions
asked were:

+ How much money will the club need thas year?

« Should we collect dues or a member assessment? If yes, what should the amount be?

» [fyes, how will we provide assessment fees for 4-H members that are unable to afford 1?

+ Do we want and need to have a club budget?

+ How will we spend money?

The president remembers when Nadine wanted the 4-H club fo pay for an exira phone line last
year because she was on the calling commuttee.

Discussion Questions:

« Should the club pay for a phone line for Nadine?

» What are some types of expenses that are appropnate for club money?

» What are some types of expenses the club should not pay for?

Recommendation:

As a group, what 15 one recommendation you would make about how we mght change money-
handling practices i our 4-H club? (Put it m wntmg )

Be prepared to report this recommendation to the club.
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What Should We Do in this Situation and in the Future?

#1 The Shoe Box

The story takes place in the treasurer’s bedroom. Karen, the 4-H treasurer, is keeping the club’s
money in a shoe box. Since Karen hasn’t received her allowance yet, she decides to borrow some
of the club’s money. Karen asks her fiend not to tell anyone.

Discussion Questions:
» Where should Karen keep the club’s money?

« Why is borrowing club money a problem?
« Who “owns™ 4-H club money?

Recommendation:
As a group, what 15 one recommendation you would make about how we mght change money-

handling practices i our 4-H club? (Put it in wniting )

Be prepared to report this recommendation to the club.
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What Should We Do in this Situation and in the Future?

#3 Mixed Up Candy Sale

Before a club meeting, the treasurer i1s collecting money from the club candy sale. The treasurer
and the members get frustrated when things get mixed up. Some of the problems occur when the
treasurer doesn’t have a good record keeping system, receipts aren’t used (a receipt 1s a piece of
paper that shows the date, the amount of money and who gave you the money) and a member asks
to be paid back for extra candy bars his fanmly purchased without having a receipt or other proof
of the cost.

Discussion Questions:

« What should the freasurer have done differently?

« Why are receipts mportant to the club?

+ Should the family have purchased more candy bars on their own?

Recommendation:
As a group, what 15 one recommendation you would make about how we might change money-
handling practices in our 4-H club? (Put it in wniting )

Be prepared to report this recommendation to the club.
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What Should We Do in this Situation and in the Future?

#4 T-Shirt Payment

At a club meeting, the secretary and the treasurer are giving their monthly reports. The treasurer
150t able to answer specific questions about the club freasury. The club leams the treasurer
ordered T-shirts without club approval.

Discussion Questions:
» Place the following items m the best order:
o Place a T-shirt order
o Pay a deposit on the T-shirts
o Dhscuss the need for T-shurts at a club meeting
o Pay the final bl
o Seek club approval to place a T-shirt order
» Why should the treasurer be able to answer questions about the chub’s money?
+ Who should make the decisions about how club money 1s spent?

Recommendation:
As a group, what 15 one recommendation you would make about how we might change money-

handling practices in our 4-H club? (Put it in wniting )

Be prepared to report this recommendation to the club.
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Handout

Handling Club Money

Evaluation
1. How useful is this mformation in handling club money? (Circle one response.)

Very Useful Somewhat Useful  Not Sure Not Useful

2. Do you feel better prepared to support the club’s wise money handling practices?
Yes No

3. What will you do as a result of this program?
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Please note, while the following tasks may seem overwhelming, but they do NOT have to be one
by ONE person!
Reminder: Newsletter items are due the last Monday of the month!

January...

*Space Camp Online Registration

*Art Lab

*National Conference — Last day to withdraw without penalty; all forms due

February...

 Space Camp — Last day to withdraw without penalties; health/expectation forms due
* CWF Online Registration

* Cultural Arts Festival

March...

« Last day to change 4-H projects

« Camp Counselor and National trip(s) chaperone applications due
 Space Camp optional workshop and chaperone mandatory training
* Cultural Arts Festival

April...

 Space Camp, Huntsville, AL

* Youth Conference Online Registration

* Federation Scholarships due

» MASS Swine and Sheep Weight-In at the fairgrounds
* National 4-H Conference
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May...

* Remind members about Summer Camp
« Cloverbud Packets are ready for pick up
* MASS Workshop at Fairgrounds

« Summer Camp payment due

June...

* Fair entries are due

* Summer Camp

» American Spirit

* CWF

* 4-H Youth Conference

July...

* CWF

» Work Day at Fairgrounds
* Taylor County Fair

August...

* Taylor County Fair

* Clean-up at Fairgrounds

» Expo Horse paperwork due

+ WI State Fair

» Gymkhana Horse paperwork due

* Club Reports, MPE’s and Record Books due
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September...

* Re-enrollments ready for pick-up
» Exec. Board — Record Books, MPE & Award Interviews/Selection

October...

* October 1 — Deadline to pick up any fair projects left behind from fair
* October 3-9 — National 4-H Week

* October 6 — National Youth Science Day

* October 16 — MASS Org. Meeting and Sign-Up

November...

» Awards Banguet and Leadership Training
 Annual Federation Meeting
* Enrollments are due

December...

 Beef Weigh-In
* YLO Planning Meeting
» Annual Fair Board Meeting
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