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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 success¹.  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.  It is 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) http://www.4-h-canada.ca/measures_of_success.html
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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.  

Adapted from the Missouri 4-H web page:  http://mo4h.missouri.edu/volunteer

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.
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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..

http://mo4h.missouri.edu/volunteer


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.

Using the 4-H Name and Emblem
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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.

What is 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.

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

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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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

Using the 4-H Name and Emblem:  Graphics Basics

4-H Kids Club

Appropriate Use Inappropriate UseAppropriate 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



7

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.

Using the 4-H Name and Emblem:  Graphics Basics

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
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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 Name and Emblem:  Graphics Basics

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 on Collateral Items

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.

Using the 4-H Emblem in Animation

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



9

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.

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

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: 

http://www.national4-hheadquarters.gov.

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.‖

Making 4-H Name & Emblem Decisions

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.

Downloadable Graphics

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

http://www.national4-hheadquarters.gov/
http://www.national4-hheadquarters.gov/
http://www.national4-hheadquarters.gov/


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 25th 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 50th 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.

10Adapted from:  4-H Youth Development History, by the 4-H Youth Development U-W Extension.  

http://www.uwex.edu/ces/4h/about/historydates.cfm



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

Professional Staff

Clubs in Taylor County

Club Name Township

Black River Riders Browning

Chequamegon Westboro

Countrysiders Browning

Deer Creek Comets Deer Creek

Diamond Lakers Roosevelt

Liberty Little Black

Little Farmers Medford

Little Whispers Goodrich

Lucky Hills Grover

Poplar Grove Aurora

Thrifty-Go-Getters Little Black 

4-H Afterschool Clubs Gilman, Medford,
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.

4-H Members

4-H Leaders

4-H Federation 

Executive Board

Taylor County 

4-H Leaders’ 

Federation

4-H: A Youth Centered 

Organization

4-H in Taylor County
It is often helpful to know the structure of an 

organization in order to work effectively with it.
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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/WI4HYouthDevelPolicies608.pdf and National 4-H 

Headquarters Fact Sheet: Charters: The Key to Official Recognition   http://www.national4-hheadquarters.gov/library/4h_polregs.htm
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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/WI4HYouthDevelPolicies608.pdf and National 4-H 

Headquarters Fact Sheet: Charters: The Key to Official Recognition   http://www.national4-hheadquarters.gov/library/4h_polregs.htm
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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/WI4HYouthDevelPolicies608.pdf and National 4-H 

Headquarters Fact Sheet: Charters: The Key to Official Recognition   http://www.national4-hheadquarters.gov/library/4h_polregs.htm
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From:  University of Wisconsin Extension – 4-H Youth Development Sample Constitution and Bylaws for 4-H Clubs.

http://www.uwex.edu/ces/4h/clubs/documents/4-HClubSampleConstitutionByLaws.pdf
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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

• Presides at meetings

• Gets room ready and begins meetings 
on time

• Arranges for vice president to preside 
at meetings when necessary

• Asks for volunteers

• Works with members and volunteers to 
plan programs

• Meets with leaders and other officers to 
plan meetings

• Casts deciding vote in case of tie

Vice President

• Presides at meetings when president is 
absent

• Handles other jobs in club (presides as a 
chair of committee)

Treasurer

• Attend mandatory treasurer training

• Receives and keeps a record of money in 
the 4-H club treasury

• 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)

• Maintains a list of all members and 
calls roll

• Reads any correspondence

• Writes any club correspondence

Other Possible Offices

Reporter – Creates news and radio articles

Historian – Maintains club scrapbook

26

For detailed information about the duties of each officer or any 

questions contact the 4-H Youth Development Agent.
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From:  Iowa State University Extension So you’re the club president… http://www.extension.iastate.edu/Publications/4H71A.pdf
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From:  Iowa State University Extension So you’re the club vice-president… http://www.extension.iastate.edu/Publications/4H71B.pdf
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From:  Iowa State University Extension So you’re the club secretary… http://www.extension.iastate.edu/Publications/4H71C.pdf
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From:  Iowa State University Extension So you’re the club treasurer… http://www.extension.iastate.edu/Publications/4H71D.pdf
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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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1. CALL TO ORDER

2. PLEDGE OF ALLEGIENCE/4-H PLEDGE

3. ROLL CALL

4. MINUTES OF PREVIOIUS MEETING – Read by secretary

5. TREASURER’S REPORT

6. CORRESPONDENCE – Read By President/Secretary   Note the important events from 

the county newsletter.

7. COMMITTEE REPORTS

A.

B.

C.

8. UNFINISHED BUSINESS

A.

B.

C.

D.

9. NEW BUSINESS

A.

B.

C.

D.

10. NEXT MEETING DATE:  _____________________________________

11. ADJOURNMENT

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

Sample 4-H Meeting Agenda
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The business meeting is divided into 12 basic sections:

1. Call to Order – The president announces, ―The meeting will please come to order‖.  The 

president may also tap the gavel two times.

2. Pledge of Allegiance and 4-H Pledge – Someone is usually assigned by the president or 

secretary to lead the pledges.

3. Roll Call and Visitors – The secretary calls the roll and any visitors to the club are 

introduced and welcomed.

4. 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.

5. 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. 

6. 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.

7. 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.

8. Report of Committees – Any committees that have been formed such as a fundraising 

committee may now report to the club.

9. Unfinished Business – Any unfinished old business that was not completed at an earlier 

meeting. 

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

11. 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.

12. Adjournment – This is the end of the meeting.  There must be a motion and a vote to 

adjourn the meeting.

Sections of the Business Meeting
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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.

Ask a local expert to come to the meeting 

and teach the youth about his or her areas of 

expertise.  Try local farmers, trappers, artists, 

environmentalists, policemen, etc.

Take time out during the meeting to work on 

projects.  Get the youth into groups with their 

respective project leaders.  

For Further information and ideas:

4-H Publication 310 Let’s Demonstrate!

4-H Publication 500 I’m a Project Leader, Now what do I do?

The Educational Program or Activity

Have a member teach the club how to do a 

simple task such as cooking, making a craft, or a 

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.

Member Demonstration Community Speaker

Show an educational DVD                   

Project TimeInvite the 4-H Youth 

Development Agent 

to present an 

interesting topic.
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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/Icebreakers.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:

4H Publication  236 Games for Meetings and Parties

4H Publication 282 Group Recreation

Recreational Activities
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Organizational/General Leader

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

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.

THIS IS A BIG JOB THAT YOU DO NOT 

HAVE TO DO ALONE!
TWO OR THREE LEADERS CAN SHARE THE WORK.
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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 I  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
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1. A Value 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.

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 

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
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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) Identify 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) Obtain agreement     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. Identify 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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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:

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.

• 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.
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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‖

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

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.  
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We Learn in Different Ways!

People Remember:

20% of what they read

30% of what they hear

50% of what they hear and see

70% of what they say

90% of what they say and do

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.

Do

Apply Reflect

Experience

Share

Process
Generalize

Apply

1

2

34

5

Circle 1 is the experience/actually doing 

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.  This is an 

opportunity to carry lessons out to real 

life situations.

Circle 5 is to apply. Guide youth in how 

to apply these lessons to their own lives.

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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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:

Webster’s New World Dictionary

Steve McCurley

Definitions

 Well-run organizations and volunteer programs recruit well, because volunteers are 

attracted to good organizations.

 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.

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

 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.

 The world’s best recruiters are satisfied volunteers.

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.

“Raising or strengthening by enlisting personnel.”

“Finding other people who want to do the work so 

that you won’t have to.”

“If YOU DON’T ASK, PEOPLE CAN’T SAY … YES!”
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Finding Volunteers

 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 

are interested in photography and you need to find a project leader.

1) 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.

2) 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

3) 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.

4) 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.

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

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

2. 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.

3. 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.

4. 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.

5. 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.

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

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:
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Definition

Webster’s New World Dictionary

A Few Things to Remember About Recognition:

A thank 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.

Tell people they are missed when they are gone.

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

Listening.

Adapted from Beyond Banquets, Plaques, and Pins: Creative Ways to Recognize Volunteers by S. Vineyard (1989)

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.

Recognition:  to be aware of; acknowledgement and approval; 

gratitude; to notice as in passing.
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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 I’m really the caring and all-accepting person I 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.

Adapted from New Competencies for Volunteer Administrators by S. Vineyard (1996)
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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

• Volunteer 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

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.
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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.

Youth Protection Orientation Resources    Handout #10    4-23
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Source: North Dakota State University Extension Child Protection Policy

Youth Protection Orientation Resources   Handout #11   4-25

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.
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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.

c) 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.

Article II.  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 III.  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.

Article IV.  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.

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.

Constitution and By-Laws of the Federation of Taylor County 4-H
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Section 3. 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.

Section 4. 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.

Section 5. 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.

Section 6. 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.

Section 7. The Board of Director shall serve a Maximum of three terms lifetime.  Adopted 11.10.

Article V.  Meetings

Section 1. The Board of Directors shall meet a minimum of five times each year.

Section 2. The number of regular Federation meetings will be set annually by the Board of 

Directors at their annual calendar planning meeting.  Rev. 11/80.

Section 3. Leaders’ banquet and achievement night shall be determined by the Board of Directors.

Section 4. Special meetings may be called by the President, the Board of Directors, by petition of 

10 members, or 4-H agent.

Section 5. "Roberts Rules of Order" shall govern all meetings.

Article VI.  Compensation - Meetings and Workshops

Section 1. Board of Directors shall be reimbursed for mileage at the current county rate for all 

authorized Board meetings.

Section 2. 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. The purpose of the Board of Directors shall be to manage the business and affairs of the 

Federation between regular Federation meetings, when necessary.

Section 2. To review and authorize all major expenditures and obligations of the Federation.

Section 3. 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.

Section 4. 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.

Article 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.

Article 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.
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Wisconsin 4-H Youth Development Policies

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.  

89

From:  University of Wisconsin Extension  Wisconsin 4-H Youth Development Policies 

http://www.uwex.edu/ces/4h/resources/policies/documents/WI4HYouthDevelPolicies809.pdf
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From:  University of Wisconsin Extension  Handling Club Money

http://www.uwex.edu/ces/4h/pubs/showdoc.cfm?documentid=4056
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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
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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



June…
• Fair entries are due

• Summer Camp

• American Spirit

• CWF

• 4-H Youth Conference
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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

May…
• Remind members about Summer Camp

• Cloverbud Packets are ready for pick up

• MASS Workshop at Fairgrounds

• Summer Camp payment due
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December…
• Beef Weigh-In

• YLO Planning Meeting 

• Annual Fair Board Meeting

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 Banquet and Leadership Training

• Annual Federation Meeting

• Enrollments are due

September…
• Re-enrollments ready for pick-up

• Exec. Board – Record Books, MPE & Award Interviews/Selection
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