A Guide for Effective 4-H Leadership
In Taylor Count

Produced by Angela Cornell, BSW Taylor County 4H Youth Development Intern, August 2002
Edited by Dan Renzoni August 2002
Updated by Kim Drollshagen, Michelle Grimm, and Michelle Schroeder, Fall 2010

AAn EEO/ Affirmative Acti on eHrierdsionpm®videsefualioppatungiésingempioymemwand pragrarmniigpincluding
Title IX and ADA. Please make requests for reasonable accommodations to ensure equal access to educational programs asasgigsible preceding
the scheduled program, service, or activity. This document can be provided in an alternative formation by calling UBktensionat 715/748-3327 or 711

for Wi sconsin Relay.o



Welcome to the Adventure
of 4-H Leadership

18 USC 707

As a Volunteer 4H Organizational Leader,you have embarked on
an adventure of a lifetime. Being an organizational leader for a#
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
member ship as a youth or throudh
you probably have found already, thienpact on youth of a good

4-H programis staggering. Research has shown that adults who

have participated in a 44 program as a youth are more successful

later in life. Many of these adults citéessons theylearnedin 4-H as

an important part of their success However, 4H 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 effectiveteaching tools that can help our youth
become successful in the future. It truly abides by the#

phil osophy, o0bet nmadakeady knew tihhatl-¢lt
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 4H teaches by always making your best-# club even
better!

1. Canadian 4H Council (1996)
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4-H is the youth component of the Cooperative Extension System in the United States. It serves
young people in gradesiK13 (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 countytha®ath
Development Agent at their respective extension center. In Wiscordims part of the University of
Wisconsin Extension with the state office located in Madigstrthe national level, 4 is under the
leadership of the United States Department of Agriculture.

4-H Motto and Life Skills

nTo Make the Best Better.

The above quote is theainfocus and motto ahe 4H Youth DevelopmenProgram. Throughn
experiential learning process (explained in a later section on leader development) youth develop n
important life skills that will endure the test of time. These life skills can be broken down into three
basic categories:

Competencyi developing skills and knowledge; strengthening and using decision
making skills; communicating with and relating to other people

Coping’i responding to life situations; developing a positive-seticept;establishing
priorities consistervi t h oneds val ues

Contributory 1 sharing with others; developing leadership skills; responding
to the needs obthers and of the community

The primary method of teaching youth these skills is through project work. However, these aspect
can be taught through many different programs withith glich as community service, drama
festivals, technology teams, etc.

The 4 HOSs
The4H6s stand f or HEAD, HEART, HANDS, and HEA

These four terms describe the different aspects of youth wellbeing that the educational progkam of
strives to address. These aspects are further applied to the family and communityléfriteenber..

Adapted from the Missouri-# web page:


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

The 4H Youth Development Program is the youth outreach from the Land Grant Universities, Cooperative
Extension Services, and the United States Department of Agriculture:AHidadne & 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
bestknown and most valued images emblematic of a centuryrbidhievement. The-Wl Name & Emblem is
very important to us as an organization because it represents who we are.

What is the 4H Name and Emblem?

The offical4H Embl em i s a c¢lover with four | eav
must point to the right as you look at the image. TeEmblem isnot a plain fourleaf

clover. The 4H Emblem should appear in specific colors and in its entirety. THidName &
Emblem belongs to thed 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 the4H Name and Emblem?

It depends on who you are and for what reason you wish to uséHiNafe & Emblem: 44 Club or Program
member or volunteer leader? Commercial vendor? Event, activity or program affiliateditPdvate, non
profit organization?

If you are a 44 member or volunteer, you are permitted to use tHeName & Emblem once your program is
chartered with the official4H Charter from National-4d 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 Stalte @ffice to determine what steps you need to take for your
use of the 44 Name & Emblem. Anyone wishing to use thelfName & Emblem in a way that does not
specify a local or state program, should seek authorization to uséHtiName & Emblem from Nationat#é
Headquarters at USDA.

In all private and commercial use ofthél4 Emb |l em, the statement fAl1l8 USC
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 (alFél Youth Development programs and clubs duly given authorization to uséthe 4
Name & Emblem) use of the statement is at the discretion of the StaRrdgram Leader, or for those uses

that are multistate, regional, or national in scope, at the discretion of NatieddHdadquarters.

Whoever uses such emblem or any sign, insigHi a,
CluboHo€l iBbsd or any combination of these or ottt
without being duly authorized, shall be fined not more than $5,000 for individuals and $10,000 for groups, o
imprisoned not more than six months, or both.

Using the 44 Name and Embleris adapted from the National4 Headquarters
http://www.nationaldhheadquarters.gov/librarydguidelinesv4-26-04.pdf 5




Using the 4H Name and Emblem: Graphics Basics

The Official 4-H Emblem

The Official 4H Emblem is a 4eaf clover with an H in each leaf, the stem turned to the right. The Emblem
may be twedimensional (flat) or three dimensional (with shadows that show depth and perspective). Authori:
users of the 44 Emblem should take care to ensure that when they use the Emblem, they have done the

following:
1. They have obtained the OfficiaHtEmblem and are using it in its entirety.
2. They do not dAflipo the i ma g-dEnblemnustpoatothe a f

right as you look at the image. Under no circumstances should the stem be changed to point to the

3. They are familiar with resizing graphics through the software application being used, and do not dist
or warp the dimensions of the Emblem.

4. The 4H 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 44 Headquarters.

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

Dondét remove any |l eaves. | f you are using a cl o\
removed or have another image superimposed over the top of one of the leaves. Other images should be m
and appear completely separate fromti¢ 4E mb |l em. Thi s al so means you
running it off the edge of the paper in print media or other designs.

Dondét place text or ot HeEmMblamnMéa4d Emblemnm should oot apmear t o/ p
screened under words or graphics. No photo, drawing, symbol, word or other figure or object may be placec
orobscurethed Embl em. Thi s includes on web pages, whe
other information.

Keep it Upright

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

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

Using the 44 Name and Embleris adapted from the National4 Headquarters
http://www.nationaldhheadquarters.gov/librarydguidelinesv4-26-04.pdf




Using the 4H Name and Emblem: Graphics Basics

Color

The 4H Emblem should never be screened, shaded, gradated, or appear ircalongti hue. The official and
preferred color ofthe-”d Embl em is 100 percent PMS 347 greehn,
paper on which the emblem is printed). The cl oVe
clover can be white, metallic gold (only on a green clover), green (only on a white clover), or black. The clov
can be outlined in green (for white clover) or white (for green clover) to add prominence to the image and m;
the emblem stand out from the background.

Onecolorprintngr equi res either PMS 347 green or bl ack.
notice should be the same color as the clover leaves. Black is the only acceptable alternative to green for or
color printing and should be used only when cost prohibits green ink or color photocopies.

Two-color printingd Onl 'y PMS 347 green may be usedotfloe Hdhe
be reversed out of the PMS 347 to be white or |t}
may also be printed in metallic gold (PMS 873) on a green background.

Four-color procesgfull color printing)d In four-color process printing, PMS colors are approximated using a
particular combination of the standard famor process printing inks. The feaolor process percentages
requiredto match-ds PMS 347 green are: cyan 100%, magent
CMYK equivalent to PMS 873.

Video and Computer Screen Colors (Electronic MediaYhe colors transmitted by electronic media are
created using precise combinations of RGB (red, green, blue). The correct RGB values-férgteed are:

R=51, G=153, B=102. No other colors are acceptable.

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

Preferred Preferred Accepted Accepted

Distortion and Proportion

The appearance, shape, and proportion of tHeEgnblem should never be distorted to fit in an imprint space.
Do not make the-4d Emblem longer, taller, wider or angled. Do not alter the shape in any way. The overall
size of the 44 Emblem may be changed, but the proportions must remain intact. All standard word process
software applications allow you to scale an image while maintaining its original proportions. Before rescalir
the 4H Emblem, please consult your software manual for proper instructions. Do not makd Eraldem

so small that the HO6s are no |l onger clearly | eg

Using the 44 Name and Embleris adapted from the National4 Headquarters
http://www.nationaldhheadquarters.gov/librarydguidelinesv4-26-04.pdf




Using the 4H Name and Emblem: Graphics Basics

Using the 4H Name
The official 4H Name includes-H, 4-H Youth Development, or-# Youth Development Program. When
using tMHe tder mu4 conform as foll ows:

A Numer al R40 separated from a capital AHO wit

A It is well documented in English usage, as | w
begin a sentence with a numeral. To comply with this rule, you would need to begin a sentence using
AFoHi.ro This | anguage rul e, however, i s -HdNamet&r |a r
Emblem; if such a situation arises in writings, it is far better4warl the sentence slightly to avoid the
language rule. An exception to this would be in writing news headlines wherdtinadhe would be
better served by using the familiar numergbenrletter combination to provide instant recognition.

A Do notH uEsmeb Itehne i4n pl #lodeiof athetwer odorindext .

A Avoid separati on o4 Namewatthe énd of berteneek. his eam sosnetimés be
difficult because some software programs override user commands. Often, these overrides do not bec
visible until after printing or posting to a web page: careful scrutiny of text after trial printing or posting i
advised. If such overrides occur, try rewording your sentence to keep the entire name on the same line
add a small word or space between words to force the separated portions together on the next line.

Using the 4H Emblem on Collateral Items

The 4H Emblem can be used for collateral materials such as jewelry or fine art and may be made of metal (
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 t
color specifications and all other guidelines.

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

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

Using the 4H Emblem in Animation

Animation of the 4H 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 ongoil
loop), the 4H 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 dissdbye Jdlyer, and

posterization.

Animation may also show theH Emblem on a waving flag, on a float that is partially hidden by crowds
watching a parade, being placed in a box or behi
doors opening to welcome you to thél4Program, be partially hidden as it forms the backdrop for a youth
speaking about-#, slowly come into focus or formation as thél&€mblem from an amorphous or other
background, or completing itself as the clover leaves are added one by one to foirEnebfem and each
AHO i s explained. I|-HhEmblentniay be fempodardydlecked,ansvhote or intparte | 4
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 forkthdame & Emblem, contact
National 4H Headquarters. 8

Using the 4H Name and Emblerns adapted from the NationalHd Headquarters
http://www.nationaldhheadquarters.gov/librarydguidelinesv4-26-04.pdf




Downloadable Graphics

The official 4H Emblem and versions for print and the web are available for download at:
http://www.national4dhheadquarters.gov. Each of the download files contains both black and white, and two
color and threeolor versions of the-#H Emblem in EPS, TIFF and GIF formats, for Mac and PC. The EPS
files are especially s ui-bagedunitsolnrgerferdloTHF fles may petused with i
any printer type. Test both formats with your software and printer to find which yields the best results.

Using the 4H Name & Emblem in Partnership with Others

The 4H Name & Emblem may be used in conjunction with the names, emblems, and word marks of other
organizations and programs whehl4s a partner, cauthor, 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.qg., in partnership with, sponsored by, etc.), andHhemblem should be given prominence
consistent with its role in the relationship.

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

To avoid the appearance of endorsement of a program, product, or serviekl, Bmeblem may not be
incorporated into a larger design of a program, product, or service that is protected by trademark, service m
copyright, or other similar laws. It is not acceptable to incorporatethe £ mb | em i nt o any| ©
logo or emblem. The authority for determining the proper display and use oHltgblem rests with

National 4H Headquarters.

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

Making 4-H Name & Emblem Decisions

This document is meant to be a quick reference for usingth&ldme & Emblem. The Nationat#4
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-6hNaené & Emblem

link. Carefully researching the Name & Emblem section of the NationaH4Headquarters website should
answer your questions. If you need more information or clarification contact NatibhBleddquarters for help
at (202) 72e2908.

Portions of the content and gr apHBEmblem UssaadiGrapmic t hi
Standards, 0 http://4h.ifas. uf | .NebewéMienwudnizensdyioh f o/ (
Florida, Gainesville, FL. Special thanks: Laura Stone and Daltasdrum N4-HYTLT, for publication design,
and to the 44 Name & Emblem Working Group.

The4H Name & Emblem is protected under fA18 USC [0

Using the 44 Name and Embleris adapted from the National4 Headquarters
http://www.nationaldhheadquarters.gov/librarydguidelinesv4-26-04.pdf
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A Historical Look at Wisconsin 4-H

Early 1Gi0N0I6s6 canning clubs and boysd corn
1914  Smith-Lever Act was passed creating Cooperative Extension Service.
1915 Thefirst 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 4H Congress) and the first county agent to work
with 4-H.

1920 Thenat i onal motto was c hBetgteaddr .t i MaKk ¢
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 youthprograms.

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

1962 Wi s ¢ o n sl Amrdversafy 6f 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 Historby the 4H Youth Development WW Extension. 10
http://mww.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 T O O T O e L O P L O P L O ECPE LR LED :
Black River Riders  Browning ey Members
Crequamegon  Wesboro I
Countrysiders Browning 4-H Leaders
Deer Creek CometS Deer Creek LSassssssssnnmnnnnnn ] ------------------- L]
Diamond Lakers Roosevelt gursesssrsessaredenraeaa . ........
Liberty Little Black 4-H Fe_deratlon :
Little Farmers Medford : Executive Board
Little Whispers Goodrich l
Lucky Hills Grover Taylor County
Poplar Grove A.urora i 4-H Leader sé
Thrifty-Go-Getters Little Black ; Federation .
4-H Afterschool Clubs Gi|man’ Medford, NesasssasssssssEsssEEEEEEnEnnE H
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 4H 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 11
925 Donald Street Room 103,Me df or d , Wi 583B 1 A
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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-# Youth Development Agent and the WisconsifH4Strengthening the Vitality of 44 Community Clubs Tem, Club
Devel opment Action Team, wH tCh apretrentiss:s iForne qoufe ntthley aMshiitgsrEx@usiets t i o n}_?
Specialist, 4H Youth Development, Virginia Cooperative Extension, 2006.

Additional sources:

Wisconsin 4H Policies http://www.uwex.edu/ces/4h/resources/policies/documents/WI4HY outhDevelPolicies608.pdf and Natténal 4
Headquarters Fact Sheet: Charters: The Key to Official Recognition http://www.natiofddiéadquarters.gov/library/4h_polregsin



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-# Youth Development Agent and the WisconsisH4Strengthening the Vitality of 44 Community Clubs Tean, Club

Devel opment Action Team, wH tChh aprgtrentiss:s iForne qoufe ntthiey abustkiregsrEx@usiofs t

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

Wisconsin 4H Policies http://www.uwex.edu/ces/4h/resources/policies/documents/WI4HYouthDevelPolicies608.pdf and Natténal 4

Headquarters Fact Sheet: Charters: The Key to Official Recognition http://www.natiosidiéadquarters.gov/library/4h_polregsin

iénsé



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-# Youth Development Agent and the WisconsisH4Strengthening the Vitality of 44 Community Clubs Teamn, Club

Devel opment Action Team, wH tChh apretremiss:s iForne qoufe ntthley abstkirgsrEx@uosisfs t i ons o |
Specialist, 4H Youth Development, Virginia Cooperative Extension, 2006. 14
Additional sources: 3

Wisconsin 4H Policies http://www.uwex.edu/ces/4h/resources/policies/documents/WI4HYouthDevelPolicies608.pdf and Natténal 4

Headquarters Fact Sheet: Charters: The Key to Official Recognition http://www.natiosidiéadquarters.gov/library/4h_polregsin



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

4



\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 29
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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.
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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)
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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
smoothly is to carefully explain to your officers what their duties are. Allow them to do
jobs with minimal supervision, but make sure you are available to help when question:
Below are some quick definitions of each offigigh additional information for each positio

in the following pages.

President
APresides at meetings

AGets room ready and begins meetings
on time

AArranges for vice president to preside
at meetings when necessary

AAsks for volunteers

AWorks with members and volunteers to
plan programs

AMeets with leaders and other officers to
plan meetings

AcCasts deciding vote in case of tie

Secretary

AKeeps minutes of all club meetings
(written record of what is done and
said)

AMaintains a list of all members and
calls roll

AReads any correspondence
AWrites any clulzorrespondence

Vice President

APresides at meetings when president is
absent

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

Treasurer

A Attend mandatory treasurer training

AReceives and keeps a record of money in
the 4H club treasury

AResponsible for depositing money in the
club account

APays out approved money for the club

Other Possible Offices
Reportefi Creates news and radio articles

Historiani Maintains club scrapbook

For detailed information about the duties of each officer or any

guestions contact the 44 Youth Development Agent.

26
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So you’re the
club president ...
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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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So you're the
club vice-president. ..
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|
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University Extension 4HTIB Reviewed and Reprinted Movember 2008

From: lowa State University ExtensionSo y ou 6r e -p h e s t Hhatfm/fwew.extension.iastate.edu/Publications/4H71B.pdf




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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