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What will be your 
legacy?

What kind of difference 
do you want to make?



By the end of today’s orientation, you will...

Understand 4-H Basics
• Mission and vision
• 4-H partners and organizational structure
• Know where and how 4-H is conducted
• Positive Youth Development

Kitsap County 4-H Snapshot
Understand Roles of 4-H Volunteer
• Application,  Screening, Code of Conduct
• Reporting Hours & Use of Name & Emblem
• Risk Management
• Council Meetings

Resources



By the end of today’s orientation, you will...

Part 2: Becoming a Club Leader
• Steps in getting started
• Planning club year
• Goal setting
• Running great meetings
• Club finances
• Record Books
• Other 4-H Experiences



Who we are
WSU Kitsap County Extension 4-H Contacts:
Shannon Harkness, 4-H Program Coordinator, 
shannon.harkness@wsu.edu

Alison Harper, 4-H Military Coordinator
alison.harper@wsu.edu

Robyn Rogers, 4-H Tech Wizard Mentorship Program Coordinator
robyn.rogers@wsu.edu

Abby Brandt, 4-H Program Assistant
abrandt@co.kitsap.wa.us

Lauren Hrncirik, WSU Regional Specialist, 4-H Youth Development, 
lauren.hrncirik@wsu.edu

Renee Overath,  WSU Kitsap County Extension Director
Roverath@wsu.edu
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Welcome & Introductions
• Icebreaker

• Name, city/town
• Why you want to volunteer with 4-H?
• Personal interests/hobbies
• One thing you hope to learn today about volunteering 

with 4-H

• How do you feel in a new environment?
• Why do we include icebreakers?



What if no youth 
development 

programs existed?



Characteristics of  Youth When Needs Go Unmet

Belonging
Unattached
Guarded
Rejecting
Lonely
Aloof
Isolated
Distrustful

Mastery
Non-achieving
Avoiding risk
Fearful of challenges
Unmotivated
Giving up easily

Independence
Submissive
Lacking confidence
Irresponsible
Helpless
Undisciplined
Easily Influenced

Generosity
Selfish
Narcissistic
Hardened
Anti-social
Exploitative

Florida 4-H, 4-H 101 Lesson 2 http://florida4h.org/staff/4H101.shtml

Originally from:  Brendtro, L., Brokenleg, M., & Van Bockern, S. (1990).  
Reclaiming Youth at Risk:  Our Hope for the Future.  Bloomington, IN, 
National Education Service.

http://florida4h.org/staff/4H101.shtml


Positive Youth Development (PYD)
To focus programming on the positive youth development approach, professionals 
must understand three key elements: 

1. Youth development considers the whole young person, not just a single 
characteristic or problem. 

2. Youth development is dependent on family and community development as it 
occurs in the context of the family, community and society. 

3. Youth development is designed to focus on the positive outcomes we desire 
for young people, not the negative outcomes we hope to prevent 

Jordan, J. and Norman, M., 2006, Reviewing Youth Development 
Principles.
From: http://florida4h.org/clubs/files/101.4_yd_prinicples.pdf

http://florida4h.org/clubs/files/101.4_yd_prinicples.pdf


Belonging

Youth need to know they are cared about and accepted by others. They also 
need to experience a sense of physical and emotional safety and to feel a 
sense of connection to others in the group. 

Research shows that it is important for youth to have opportunities for long-
term consistent relationships with adults other than their parents. 

Research also suggests that a sense of belonging may be the single 
most powerful positive ingredient we can add to the lives of children 
and youth.

4-H 101, Lesson 2: The Essential Elements of 4-H Youth Development.
http://florida4h.org/military/PDFs/4-H%20101%20-
%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-
H%20Youth%20Development.pdf

http://florida4h.org/military/PDFs/4-H%20101%20-%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-H%20Youth%20Development.pdf


Mastery
Includes the development of skills, knowledge, and attitudes followed by the 
competent demonstration of these skills and knowledge. In order to develop 
self-confidence and a sense that they matter, young people need to feel like 
they are capable. 

Mastery is sometimes called self-efficacy.

Settings that promote self-efficacy and mastery encourage youth to take risks, 
seek out challenges and focus on self-improvement rather than comparing 
themselves to peers.

4-H 101, Lesson 2: The Essential Elements of 4-H Youth Development.
http://florida4h.org/military/PDFs/4-H%20101%20-
%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-
H%20Youth%20Development.pdf

http://florida4h.org/military/PDFs/4-H%20101%20-%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-H%20Youth%20Development.pdf


Independence

Youth need to know they are able to influence people and events through 
decision-making and action. 

Independence refers to an adolescent’s growing ability to think, feel, make 
decisions and act on her or his own. By gaining a sense of independence, 
youth develop personal responsibility and discipline.

4-H 101, Lesson 2: The Essential Elements of 4-H Youth Development.
http://florida4h.org/military/PDFs/4-H%20101%20-
%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-
H%20Youth%20Development.pdf

http://florida4h.org/military/PDFs/4-H%20101%20-%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-H%20Youth%20Development.pdf


Generosity

Young people need to feel their lives have meaning and purpose.  
They need opportunities to connect to their communities and learn how 
to give back to others.

As part of this process, they gain an understanding of others’ needs and 
learn how to respond to these needs.

Generosity may also include the development of values such as compassion 
and tolerance for diversity. 

4-H 101, Lesson 2: The Essential Elements of 4-H Youth Development.
http://florida4h.org/military/PDFs/4-H%20101%20-
%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-
H%20Youth%20Development.pdf

http://florida4h.org/military/PDFs/4-H%20101%20-%20Lesson%202%20-%20The%20Essential%20Elements%20of%204-H%20Youth%20Development.pdf


Essential Elements

BELONGING
1. A positive relationship with a 

caring adult
2. An inclusive environment
3. A safe emotional and physical 

environment

INDEPENDENCE
6. Opportunity to see oneself as an 

active participant in the future
7. Opportunity for self-

determination

MASTERY
4. Opportunity for mastery
5. Engagement in Learning

GENEROSITY
8. Opportunity to value and 

practice service to others

Source: Kress, C. (2004) Essential Elements of 4-H Youth Development. 
National 4-H Headquarters, CSREES UDSA, www.national4-
hheadquarters.gov/library/Essential_Element-Satellite.ppt

http://www.national4-hheadquarters.gov/library/Essential_Element-Satellite.ppt


The 4-H Way



4-H is the nation’s largest youth development and empowerment organization, reaching 
more than 7 million 4-H youth in urban neighborhoods, suburban schoolyards and rural 
farming communities. Fueled by university-backed curriculum, 4-H'ers engage in hands-on 
learning activities in the areas of science, healthy living, and food security.

www.4-h.org

Creating Positive Change

http://www.4-h.org


4-H History

Present Day

1912-1914

1908-1911
1st national recognized Clover Emblem. It 
was originally a 3 leaf clover: head, heart 

and hands. Health was added in 1911. 

1912: 1st 4-H Club in 
Washington State in 
Wahkiakum County

In 39 counties in WA, has 
540,000 volunteers, 3,500 

professionals, and more than 60 
million alumni nationwide.

2002, 4-H 
celebrates 100 

year anniversary

Smith-Lever Act of 1914, 
established the Cooperative 

Extension Service

2014, WSU Extension 
celebrates 100 year 

anniversary



4-H Emblem, Motto & Pledge
Motto: “To make the Best, Better”



4 H’s
Head: learning to think and make decisions, understanding the "why," 
gaining new and valuable knowledge. 

Heart: being concerned with the welfare of others, accepting 
responsibilities of citizenship, determining values and attitudes by which 
to live, and learning how to work with others. 

Hands: learning new skills, improving skills already known, develop 
pride in ability to work, and respect for it. 

Health: practicing healthful living, protecting your own well being and 
that of others, making constructive use of leisure time. 

July 2012 WSU 4-H Program Policies EM0758E

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


National 4-H Mission Mandates

CITIZENSHIP STEM: 
Science, Technology, 
Engineering & Math

HEALTHY LIVING



United States Department of Agriculture 
(USDA NIFA Cooperative Extension System) 

4-H National Headquarters 
(provides national 4-H 

programmatic oversight)

Washington State 
University (land grant)

College of Agricultural, 
Human and Natural 

Resources (CAHNRS)

WSU Extension

WSU 4-H Youth Development 
Program

Jefferson, Clallam & Kitsap 4-
H Region Kitsap County 4-H Program

Kitsap County 4-H Leaders 
Council

4-H 
Clubs

Special Interest 
Youth Programs

Kitsap County 
Extension

Kitsap Co. Board of 
County Commissioners



WSU 4-H Youth Development Program

Vision:  Washington State University 4-H Youth Development is 
developing young people to become productive citizens who are 
engaged in positive change, meeting the needs of a diverse and 
changing society.



WSU 4-H Youth Development Program
Mission: 4-H youth development education creates supportive 
environments for all youth and families to reach their fullest 
potential. This will be accomplished through a systemic approach 
of foundation and mission driven science to meet our goals to:
• provide formal and non-formal experiential learning,
• develop skills that benefit youth throughout life,
• foster leadership and volunteerism in youth and adults,
• build internal and external partnerships for programming and funding,
• strengthen families and communities,
• employ research based knowledge and the land grant university system, 

and
• embrace and expand the traditions of the 4-H Youth Program. 



Equal Opportunity

4-H is open to all regardless of race, color, religion, national 
origin, gender, disability, or sexual orientation.  WSU Extension 4-
H Youth Development will, when requested, make reasonable 
accommodations for persons with disabilities. WSU shares this 
responsibility with its county, state, tribal, federal and private 
partners. 



Achievement of the 4-H 
mission will result in 

capable, competent and 
caring citizens.



Hendricks, P., 1996, Targeting Life Skills 
Model (TLS), Iowa State University 
Extension.



Shared Leadership

The core of 4-H is shared leadership of adult volunteers and youth 
members.

Youth in partnership with adults provides an excellent opportunity for them 
to develop and exercise leadership skills while contributing to social change in 
their communities. Whether in the local club setting or in county or city 
councils, this engagement provides a safe and constructive forum for positive 
youth development. 

Adults may not be comfortable working with youth in leadership roles, mainly 
because it may not have been the norm in organizations in which they have 
been involved. 



Practicing Youth-Adult Partnerships
Keep the following ideas in mind as you develop a comfort level in shared youth 
and adult partnerships:

• Share the responsibility for leadership. Provide guidance, but avoid total control. 

• Listen carefully; try to understand youth perspective; ask questions.

• Provide meaningful roles and assignments for youth – not “busy” work.

• Share all work activities, even tedious ones.

• Treat youth as equals and develop a partner relationship. Don’t expect more from 
youth than you would from an adult, and don’t excuse their actions just because they 
are youth.

• Treat each youth as an individual and don’t generalize about all youth from the actions 
of one. One person cannot represent all people of that age group, ethnic background, 
etc. Jones, D., 2003, Youth/Adult Partnerships: Tips for Success, Utah State University Extension. 

http://extension.usu.edu/files/publications/publication/4H-Volunteers_2003-04.pdf

http://extension.usu.edu/files/publications/publication/4H-Volunteers_2003-04.pdf


Practicing Youth-Adult Partnerships
Tips Continued…

• Be careful about interrupting. When interrupted by an adult, youth may tend to stop 
talking with the reasoning that adults don’t care about what they think or feel.

• Keep youth informed about activities, even when problems arise. They need to be 
involved in all levels of the project/program.

• Be energetic and excited about activities. Maintain a positive, open attitude.

• Make activities fun and challenging

• Be clear about levels of authority for youth and support their decisions when they fall 
within the agreed upon guidelines.

• Serve as a role model for youth, and be consistent and fair in your actions. Remember 
that your role in the partnership is not to serve as a parent. You are providing youth 
with a different way to relate to adults.

• Offer carpool ideas for meetings/special events.

• Provide an opportunity to “hang out” and socialize before or after the meeting.

Jones, D., 2003, Youth/Adult Partnerships: Tips for Success, Utah State University Extension. 
http://extension.usu.edu/files/publications/publication/4H-Volunteers_2003-04.pdf

http://extension.usu.edu/files/publications/publication/4H-Volunteers_2003-04.pdf


Youth do the activity before 
being told or shown how.

Youth share how 
they will use the 
project and life 
skill practiced in 
other parts of 
their lives.

Youth relate the 
project and life 
skill practiced 
to their own 
everyday 
experiences

Youth describe 
the experience 
and their 
reaction

Youth discuss 
what was most 
important about 
what they did. 



How Kids Develop
Ages and Stages of Youth Development

Iowa State 4-H, How Kids Develop, 
https://www.extension.iastate.edu/4hfiles/VI950902FAgesStages.PDF

Early Childhood: 
5-8 years; grades K-3

Middle Childhood: 
9-12 years; grades 4-6

Young Teens: 
13-15 years; grades 7-9

Teens: 
16-18 years; grades 10-12

• Certain characteristics and needs are common 
to youth at all ages (essential elements)

• Some needs vary based on development level 
and should be addressed in 4-H programming

• Age appropriateness refers to how well a 
youth development program matches its 
educational offerings with the universal, 
predictable sequences of growth and change 
that occur in children. 

• Children’s development proceeds in stages. Each 
stage is distinct, characterized by abilities, 
attitudes, and priorities that are qualitatively 
different from those of preceding and 
subsequent stages. 

Essential Element: Opportunity for Mastery

https://www.extension.iastate.edu/4hfiles/VI950902FAgesStages.PDF


Early Childhood
5-8 years; grades K-3

Source: Martz, J., Mincemoyer, C., & 
McNeely, N. (2009). Essential 
Elements of 4-H Youth Development. 
National 4-H Headquarters, CSREES 
UDSA, http://www.4-h.org/Professional-
Development/Content/4-H-Youth-
Development/Essential-
Elements/Essential-Elements--Key-
Ingredients-for-Program-Success-
Curriculum.dwn

4-H Primaries 
(5-7) are 

non-
competitive

http://www.4-h.org/Professional-Development/Content/4-H-Youth-Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-Success-Curriculum.dwn


Middle Childhood
9-12 years; grades 4-6

4-H 
Juniors 
(8-10)

Source: Martz, J., Mincemoyer, C., & 
McNeely, N. (2009). Essential Elements of 
4-H Youth Development. National 4-H 
Headquarters, CSREES UDSA, 
http://www.4-h.org/Professional-
Development/Content/4-H-Youth-
Development/Essential-Elements/Essential-
Elements--Key-Ingredients-for-Program-
Success-Curriculum.dwn

http://www.4-h.org/Professional-Development/Content/4-H-Youth-Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-Success-Curriculum.dwn


Young Teens
13-15 years; grades 7-9

4-H 
Intermediates 

(11-13)

Source: Martz, J., Mincemoyer, C., & McNeely, N. 
(2009). Essential Elements of 4-H Youth 
Development. National 4-H Headquarters, 
CSREES UDSA, http://www.4-h.org/Professional-
Development/Content/4-H-Youth-
Development/Essential-Elements/Essential-Elements--
Key-Ingredients-for-Program-Success-
Curriculum.dwn

http://www.4-h.org/Professional-Development/Content/4-H-Youth-Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-Success-Curriculum.dwn


Teens
16-18 years; grades 10-12

4-H 
Seniors 
(14-18)

Source: Martz, J., Mincemoyer, C., & McNeely, 
N. (2009). Essential Elements of 4-H Youth 
Development. National 4-H Headquarters, 
CSREES UDSA, http://www.4-
h.org/Professional-Development/Content/4-H-
Youth-Development/Essential-Elements/Essential-
Elements--Key-Ingredients-for-Program-Success-
Curriculum.dwn

http://www.4-h.org/Professional-Development/Content/4-H-Youth-Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-Success-Curriculum.dwn


4-H Delivery Modes
• Organized 4-H Club: an organized group of youth, led by an adult, with a planned program that is carried 

on throughout all or most of the year. 4-H clubs may meet in any location and typically have elected officers and a 
set of rules approved by the membership to govern the club.
• Community clubs typically meet in the evenings or on weekends and offer self-chosen multiple learning 

experiences and activities. 
• In-school clubs meet during school hours and have officers and planned activities beyond school enrichment.
• 4-H after-school clubs are organized within child care settings and include officers and planned activities.
• Military 4-H clubs are organized by the Armed Forces, often on military installations, and principally for 

military dependents.

• Special Interest/Short-Term Programs: a group of youth meeting for a specific learning 
experience that involves direct teaching by Extension staff or trained volunteers, including teachers. The program 
is not part of school curriculum.

• 4-H Camping: youth taking part in an Extension-planned educational experience of group living in the out-
of-doors.
• Overnight camping includes being away from home at least one night (resident, primitive, or travel camping).
• Day camping consists of multiple-day programs, with youth returning home each evening.

• School Enrichment: groups of youth receiving a sequence of learning experiences in cooperation with 
school officials during school hours to support the school curriculum. Direct teaching is done by Extension staff 
or trained volunteers, including teachers. 

• Other delivery modes: individual study/mentoring/family learning; school-aged child care education; 
instructional TV/video. 

July 2012 WSU 4-H Program Policies EM0758E

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


4-H Membership

Eligibility

• Open to all youth 5-18 years of age 
(as of January 1 of current 4-H 
year).

• Special education youth, older than 
19, may enroll with the approval of 
the County 4-H Educator. 

4-H Age Breakdown for In-School 
Youth
• Primary: K-2 grade
• Junior: 3-5th grade 

Intermediate: 6-8th grade
• Senior: 9-12 grade

July 2012 WSU 4-H Program Policies EM0758E

Washington 4-H Year: October 1-
September 30

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


4-H Delivery Modes
• Organized 4-H Club: an organized group of youth, led by an adult, with a planned program that is carried 

on throughout all or most of the year. 4-H clubs may meet in any location and typically have elected officers and a 
set of rules approved by the membership to govern the club.
• Community clubs typically meet in the evenings or on weekends and offer self-chosen multiple learning 

experiences and activities. 
• In-school clubs meet during school hours and have officers and planned activities beyond school enrichment.
• 4-H after-school clubs are organized within child care settings and include officers and planned activities.
• Military 4-H clubs are organized by the Armed Forces, often on military installations, and principally for 

military dependents.

• Special Interest/Short-Term Programs: a group of youth meeting for a specific learning 
experience that involves direct teaching by Extension staff or trained volunteers, including teachers. The program 
is not part of school curriculum.

• 4-H Camping: youth taking part in an Extension-planned educational experience of group living in the out-
of-doors.
• Overnight camping includes being away from home at least one night (resident, primitive, or travel camping).
• Day camping consists of multiple-day programs, with youth returning home each evening.

• School Enrichment: groups of youth receiving a sequence of learning experiences in cooperation with 
school officials during school hours to support the school curriculum. Direct teaching is done by Extension staff 
or trained volunteers, including teachers. 

• Other delivery modes: individual study/mentoring/family learning; school-aged child care education; 
instructional TV/video. 

July 2012 WSU 4-H Program Policies EM0758E

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


The 4-H Club

4-H Club & Member

The 4-H Club:
• Has at least 5 members from 2 or more 

families
• Has an adult “Club Leader”
• Elects youth members as officers
• Has planned educational program that is 

ongoing or most of the year
• Offers opportunities for leadership, 

citizenship, community service, and public 
speaking.

• Involves families and parents as volunteers

4-H members:
• Enrolls in a 4-H project
• Attends 2/3rds club meetings
• Gives public presentation
• Submits a record book

The 4-H Club Meeting

University of Wisconsin Extension, Annual 4-H Volunteer Leader 
Training. 
http://www.uwex.edu/ces/4h/ncrvd/vmgt/documents/AnnualVolun
teerTraining4-HMeetingthatShakeRattleandRoll.pdf

http://www.uwex.edu/ces/4h/ncrvd/vmgt/documents/AnnualVolunteerTraining4-HMeetingthatShakeRattleandRoll.pdf


IMPACTS
Tuft Study of Positive Youth Development

National 4-H Council
http://www.4-h.org/about/youth-development-
research/positive-youth-development-study/

Compared to their peers, the report shows that youth involved in 4-H 
programs excel in several areas. 4-H'ers are about:

• Four times more likely to make contributions to their communities (Grades 7-12);
• Two times more likely to be civically active (Grades 8-12);
• Two times more likely to make healthier choices (Grade 7);
• Two times more likely to participate in Science, Engineering and Computer 

Technology programs during out-of-school time (Grades 10 – 12); and
• 4-H girls are two times  more likely (Grade 10) and nearly three times more likely 

(Grade 12) to take part in science programs compared to girls in other out-of-
school time activities.

http://www.4-h.org/about/youth-development-research/positive-youth-development-study/


County Snapshot: 
Kitsap 4-H Program



Kitsap County
4-H MEMBERSHIP 2013-2014
57 Clubs and Programs
686 Enrolled Youth K-12
130+ Youth group enrolled in YA-4-H Nutrition program and other Special Interest 
296 Enrolled Adult Volunteers
over 99,950 Total Volunteer Hours 2012/2013

PROJECT AREAS
• Animal Science: Beef, Dairy, Poultry, Cat, Cavy, Dog, Goat, Horse, Llama, Rabbit, Sheep, Swine, 

Market Animals
• Engineering and Technology:  LEGO Robotics, Junk Drawer Robotics, Small Engine/Tractor, 

Woodworking
• Environmental Stewardship: Shooting Sports: Riflery, Archery, Air Pistol, Outdoor Adventure, 

Camping.
• Expressive Arts: Creative Arts, Photography, Performing Arts
• Family Living: Clothing & Construction, Foods & Nutrition
• Interdisciplinary: Challenge
• Plant Science: Entomology, Gardening
• Social Science: Citizenship, Entrepreneurship, 

Health, Leadership



Kitsap County
DELIVERY MODES

Community Clubs- Project Specific and Multiple Disciplines
Special Interest-

Challenge (Portable Ropes)

Afterschool-YA 4-H Food Smart Families program.

Camps –Twin Lakes 4-H Camp, Robotics Day Camps, CTA 
Beginning Sewing Camp, CTA Advanced Sewing Camp, Creative 
U Camp



Roles of 4-H 
Volunteers



Volunteer Positions

Local Leadership
• General/Organizational Leader: assumes primary responsibility for a 

club/group
• Project Leader: leads a specific project or curriculum within a club/group.
• Activity Leader: gives leadership to an event or activity within a club or 

short-term group.
• Resource Leader: serves as a source of expertise, an advisor, or in another 

resource capacity to a club/group.

County or Area Leadership (Middle Management)
• 4-H Service Leader: works with other 4-H leaders in an area or county to 

promote 4-H, helps new clubs get started, and recruits, and trains new 
leaders.

• 4-H County Program Leader: works with other 4-H leaders in an area or 
county to help with a specific project or activity.

July 2012 WSU 4-H Program Policies EM0758E

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


4-H Chaperones

July 2012 WSU 4-H Program Policies EM0758E

• Someone who will have independent supervision of 4-H youth/member 
overnight.

• All chaperones are enrolled and screened 4-H volunteers.
• Youth adult ratio is 1:10.

• Age Requirements:
• State Event: 21 years
• Regional / National: 25 years

*Additional chaperone certification training may be required by the county 
program

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


Kitsap County 4-H Leaders Council
The basic purpose of the council is 
to meet the educational needs of the 
enrolled youth by serving six main 
functions. Councils work in 
partnership with Extension 
professionals to develop programs 
that best serve the changing needs 
of youth in area.

Meetings are open to the public. 
Youth, parents, volunteers are 
encouraged to attend. 

1st Wednesday of the Month 6:30pm 
at  the Clear Creek Community 
Club

Program 
Planning

Policy 
Development & 
Recommendatio
n to Extension 
professional(s)

Resource 
Development

Community 
Linkages

Accountability 
& Governance

Dispute 
Resolution 

Process

WSU 4-H Council Resource Guidelines, 2007,
http://4h.wsu.edu/council/guidelines.htm

http://4h.wsu.edu/council/guidelines.htm


Professional Development Opportunities
County 
• Webinars
• Newsletters
• On-going training
• 4-H County/Leaders Council

State 
• State 4-H Forum
• State 4-H Advisory Board
• State 4-H Fair Board
• State Ambassadors
• Know Your Government (KYG) Planning Committee
• Teen Programming Committee
• Project level trainings/committees

National Leadership Opportunities!



Using the 4-H Name & Emblem
Use of the 4-H name and emblem is governed by congressional 
action and supplemental administrative policy. Use is subject to the 
approval of the County Extension Office. Use on a multi-county or 
state level must be approved by state 4-H Program Director.  In all 
instances, use should be for the furtherance of the 4-H educational 
program rather than benefits of private individuals, donors or 
others.

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 
or below the lower right leaf of clover.

• 4-H emblem can only be used in its traditional PMS 347 green 
color, white, black or metallic gold. 

• Emblem should not be rotated or turned on its side
• Don’t place text over images or on top of the Emblem

USDA 4-H Name and Emblem User Guide, February 2014: 
http://www.csrees.usda.gov/nea/family/res/pdfs/user_guide_2014R.pdf

http://www.csrees.usda.gov/nea/family/res/pdfs/user_guide_2014R.pdf


Volunteer Screening Process
1. Complete 4-H Volunteer Screening Packet

1. Volunteer Application
2. 4-H enrollment form*
3. Signed WSU 4-H Valuable Partnership*

2. Background & Reference Check**
3. Complete Required Online Training (x3)
4. Interview
5. Orientation

* Submitted annually
** Every two years

Shooting Sports Volunteers
Must complete required state 4-H Shooting Sports Instructor training.
• Lead instructors must be minimum of 21 years old
• Assistant instructors must be at least 18 years old 
• Teen instructors must be at least 14 years. 



Required Online Training

July 2012 WSU 4-H Program Policies EM0758E

1. View the “Protecting the Abused and Neglected Child Guide” 
http://www.dshs.wa.gov/ca/safety/abuseReq.asp?2 found in the column on 
the right-hand side of the page.

2. Review the WSU Extension publication C1001 regarding child abuse, 
which is available at the Extension Office or online at: 
http://cru.cahe.wsu.edu/CEPublications/C1001E/C1001E.pdf

3. WSU 4-H Volunteer E-learning website: 
http://4h.wsu.edu/volntr/elearning.htm and watch the
• ‘Put the Child First’ (20 minutes).
• ‘Basic Volunteer Training-Packaged and Ready to Go!’ E-Learning 

Modules (4; 20 min each)

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf
http://www.dshs.wa.gov/ca/safety/abuseReq.asp?2
http://cru.cahe.wsu.edu/CEPublications/C1001E/C1001E.pdf
http://4h.wsu.edu/volntr/elearning.htm


Valuable Partnership & 4-H Code of Conduct

The primary purpose is to insure the safety and well-
being of all 4-H participants 
(i.e. members, parent, families, staff and volunteers). 

• All extension volunteers must sign annually
• Outlines volunteer roles, responsibilities and code of conduct
• Details responsibilities of the 4-H Youth Development 

Program



Valuable Partnership & 4-H Code of Conduct
4-H Volunteers will:

• Treat others in a courteous, respectful manner and serve as a positive role model for youth.
• Accept supervision and work collaboratively with county 4-H staff while involved in the program.
• Abide by policies and guidelines of WSU Extension state and county 4-H programs.
• Make all reasonable effort to assure that 4-H youth programs are accessible to youth without 

regard to race, color, gender, national origin, religion, disability, or sexual orientation.
• Uphold an individual’s right to dignity, self-development, and self-direction, will not abuse any 4-H
• participant by physical or verbal means, and will report such abuse, if observed.
• Refer to C1001, Child Abuse: Information for WSU Faculty, Staff & Volunteers, for child abuse 

information and reporting procedures.
• Keep county 4-H staff informed of any incidents that may violate 4-H policies or personal rights.
• Treat animals humanely and teach youth to properly care for animals.
• Operate machinery, vehicles, and other equipment in a safe and responsible manner.
• Handle fundraising and finances in an ethical manner according to C1059E, Leader’s Guide to the 

Treasurer’s Book.
• NOT consume alcohol or illegal substances while responsible for youth in 4-H activities nor 

consume anything that will in any way impact your ability to work safely with youth.
• NOT require 4-H participants to purchase materials, equipment, animals, or services from any 

specific places of business.
WSU A Valuable Partnership, C1000, 
http://cru.cahe.wsu.edu/CEPublications/c1000/c1000.pdf

http://cru.cahe.wsu.edu/CEPublications/c1000/c1000.pdf


Role of 4-H Extension Professional(s)
• Provide a volunteer position description that lists specific duties.
• Respect volunteers as trusted partners in youth Development.
• Share philosophy, mission, and goals of the 4-H Youth Development Program.
• Utilize, promote, and provide training in experiential education.
• Provide information on county, state, and federal policies that govern the 4-H Youth 

Development Program.
• Provide training and materials to facilitate the inclusion and participation of volunteers and 

youth from all backgrounds.
• Provide assistance, support, encouragement, supervision, and periodic evaluation. 
• Identify approved curriculum and materials for projects and group organization
• Provide ongoing training at the county level and information about volunteer opportunities 

beyond the county.
• Keep volunteers informed of events, programs, and opportunities for youth at the county, state, 

and national levels.
• Recognize volunteers for their contributions to the 4-H Youth Development Program.
• Resolve 4-H volunteer personnel issues.

WSU A Valuable Partnership, C1000, 
http://cru.cahe.wsu.edu/CEPublications/c1000/c1000.pdf

http://cru.cahe.wsu.edu/CEPublications/c1000/c1000.pdf


Enrollment
Washington State 4-H Year October 1st- September 30th

Enrollment takes place September-October every year! All 
volunteers and members are required to re-enroll at the start of 
each 4-H year.

4-H Online: Our NEW 4-H volunteer and member management system
https://www.4honline.com/

Allows families to:
• Create a personalized family login
• Input, update and manage their child’s contact and health information
• Enroll in 4-H projects and clubs. 

Allows Club Leaders to:
• Manage club member and volunteer enrollment online
• Print necessary club contact information 

https://www.4honline.com/


Enrollment
Washington State 4-H Year October 1st- September 30th

Check out what the system is like for Minnesota 4-H
**The Washington State system may not be exactly the same but very similar. 

Enrolling a New family in 4-Honline Video
Detailed Instructions for Families
Guide for Volunteer Club Managers

https://www.youtube.com/watch?v=0xzBWL0jdNs
http://www.extension.umn.edu/youth/mn4-H/4honline/docs/4HOnline-family-enrollment-detailed-guide.pdf
http://www.extension.umn.edu/youth/mn4-H/4honline/docs/4HOnline-club-manager-user-guide.pdf


Volunteer Hours Reporting
http://4h.wsu.edu/volntr/reporthours.html

http://4h.wsu.edu/volntr/reporthours.html


Volunteer Hours Reporting
http://ext.wsu.edu/Volunteers/default.aspx

What’s in it for me?
TheVolunteer Hours Reporting System is a system for recording the data that the
Washington State Department of Labor and Industries requires for WSU to ensure
volunteers are indeed working on behalf of the university. Reporting of volunteer’s
hour’s documents volunteers coverage for injuries they might sustain and it is also
documentation for the liability coverage WSU provides to its volunteers.

LOGIN: http://ext.wsu.edu/Volunteers/default.aspx

VOLUNTEER REPORTING FAQ: http://4h.wsu.edu/volntr/HourReporting-FAQ.pdf

http://ext.wsu.edu/Volunteers/default.aspx
http://ext.wsu.edu/Volunteers/default.aspx
http://4h.wsu.edu/volntr/HourReporting-FAQ.pdf


Incident Reporting

Link to WSU 4-H Incident Report:
http://4h.wsu.edu/ws4h/report.pdf

Incidents should be filed with the 4-H Extension Office within 7 days of the 
incident. Reports may include photographs, news clips, police reports, etc.

Types:
• Accident, injury or illness
• Behavioral; conflict, violation of code of conduct/valuable partnerhsip

http://4h.wsu.edu/ws4h/report.pdf


Volunteer Liability
All 4-H leaders must enroll through the County Extension Office and WSU State 
Office for WSU to assume responsibility for liability protection for adult volunteers.

Adult volunteer leaders are protected under state of Washington tort claims law, 
RCW 4.92.060, while performing official volunteer duties.  Volunteers may request 
University to defend him/her if needed.

Adult volunteers are expected to act in good faith and without negligence in 
performance of duties in order to minimize university liability.

Volunteer leaders may participate in the Department of Labor and Industries 
medical aid program. Participation allows an injured volunteer’s medical expenses to 
be paid by the Dept. of Labor and Industries.

**Coverage does not apply to group-enrolled leaders.

July 2012 WSU 4-H Program Policies EM0758E

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf


Accident Insurance

American Income Life Insurance (AIL) is a provider of group activity insurance and 
specializes in blanket accident and illness insurance, designed to cover typical accidents 
and illnesses that may occur during youth programs.

Since 1952, many summer and year-round programs sponsored by 4-H, camps, colleges, 
tours, and other youth serving organizations have utilized AIL.  AIL is the leading 
insurer of 4-H programs and offers annual 4-H member and leader policies and special 
activity event policies that cover non 4-H members and non enrolled event volunteers.
http://www.americanincomelife.com/who-we-serve/4-h-insurance

•Annual Group Accident Policy
•$1/youth 4-H member and adult volunteer leader
•$2/ youth or leader involved in horse or high-risk projects
•Includes medical and surgical treatment, x-rays, hospital, dental services, benefit if 
death occurs, loss of limbs

Special Activity Policy

http://www.americanincomelife.com/who-we-serve/4-h-insurance


Annual Group Accident Policy
•$1/youth 4-H member and adult volunteer leader
•$2/ youth or leader involved in horse or high-risk projects
•Includes medical and surgical treatment, x-rays, hospital, dental services, benefit if 
death occurs, loss of limbs

Table of Benefits
Policy SRP 103

$1.00 person/year
covers up to:

Medical / surgical treatment
X-ray examinations
Hospital confinement
Ambulance expense

(within 52 weeks of accident)

$2,500

Dental services 
(incurred within 52 weeks of accident) $500

Loss of life 
(within 100 days of resulting accident) $5,000

Loss of Both hands, Both feet
Total sight of both eyes
One hand and one foot
(within 100 days of accident)

$10,000

Loss of One hand; One foot
Sight of one eye
(within 100 days of accident)

$3,000

*Must be an enrolled 4-H 
member or adult volunteer 
leader
*Does not cover parents, 
guests or group 
enrollments



Special Activity Policy
Master policy 717

Option A
20¢ person/day
covers up to:

Option B
25¢ person/day
covers up to:

Option C
30¢ person/day
covers up to:

Medical / surgical treatment
X-ray examinations
Hospital confinement
Ambulance expense
(within 52 weeks of accident)

$2,500 $3,000 $5,000

Dental services
(incurred within 52 weeks of accident) $400 $500 $1,000

Medical and hospital expense
(for Illness while policy in force) None $1,000 $1,500

Medical Expenses from these specified 
diseases Poliomyelitis
Diphtheria
Scarlet Fever
Smallpox
Tetanus
Cerebrospinal Meningitis
Typhoid Fever
Leukemia
Primary Encephalitis

None $3,500 $5,000

Loss of life
(within 100 days of resulting accident) $2,500 $3,000 $5,000

Loss of Both hands; Both feet
Total sight of both eyes
One hand and one foot
(within 100 days of accident)

$7,500 $7,500 $10,000

Loss of
One hand
One foot
Sight of one eye
(within 100 days of accident)

$2,500 $2,500 $10,00



Next Steps

• Complete Application & Screening Requirements
• Upon approval from 4-H Professional, you may begin 
in your new role!
• Attend a 4-H Leader Council Meeting
• Report your volunteer hours monthly
• Continue to communicate your needs to your local 4-
H program coordinator.



Office Tour & Resources Available
Washington State University 4-H Website: 
http://4h.wsu.edu/index.htm
Facebook: 
“Kitsap County 4-H”
https://www.facebook.com/WashingtonSta
te4H
WSU 4-H Youth & Families Publications 
for Download: 
https://pubs.wsu.edu/ListCategories.aspx?
TopicID=7
National 4-H Website: http://www.4-
h.org/
4-H Mall: http://www.4-hmall.org/
National 4-H Curriculum for Purchase:  
http://www.4-
hmall.org/Category/educationresources.as
px

http://4h.wsu.edu/index.htm
https://www.facebook.com/WashingtonState4H
https://www.facebook.com/WashingtonState4H
https://pubs.wsu.edu/ListCategories.aspx?TopicID=7
http://www.4-h.org/
http://www.4-hmall.org/
http://www.4-hmall.org/Category/educationresources.aspx


Handouts
• WSU Program Policies: http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf
• USDA 4-H Name and Emblem User Guide: 

http://www.csrees.usda.gov/nea/family/res/pdfs/user_guide_2014R.pdf
• USDA 4-H Guiding Principles: 

http://www.csrees.usda.gov/nea/family/res/pdfs/4h_guid_prin_2012.pdf
• Essential Elements Curriculum, National 4-H

http://www.4-h.org/Professional-Development/Content/4-H-Youth-
Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-
Success-Curriculum.dwn
• Eight Essential Elements (pdf pg. 5)
• Experiential Learning Process Questions (pg. 8-10)
• Ages and Stages Charts (pg. 107-110)

• Tufts Study of Positive Youth Developmenhttp://www.4-h.org/about/youth-development-
research/positive-youth-development-study/

• WSU 4-H Council Resource Guidelines, 2007: http://4h.wsu.edu/council/guidelines.htm
• WSU Incident Report: http://4h.wsu.edu/ws4h/report.pdf
• Volunteer Screening Packet (ask county extension office)

• Position Description (ask county extension office)

http://cru.cahe.wsu.edu/CEPublications/EM0758E/EM0758E.pdf
http://www.csrees.usda.gov/nea/family/res/pdfs/user_guide_2014R.pdf
http://www.csrees.usda.gov/nea/family/res/pdfs/4h_guid_prin_2012.pdf
http://www.4-h.org/Professional-Development/Content/4-H-Youth-Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-Success-Curriculum.dwn
http://www.4-h.org/about/youth-development-research/positive-youth-development-study/
http://4h.wsu.edu/council/guidelines.htm
http://4h.wsu.edu/ws4h/report.pdf


Handouts-Other Extension Resources
• Youth Adult Partnerships: Tips for Success, Utah State 

University Extension 
http://extension.usu.edu/files/publications/publication/4H-
Volunteers_2003-04.pdf
• How Kids Develop, Iowa State 4-

Hhttps://www.extension.iastate.edu/4hfiles/VI950902FAgesStag
es.PDF
• University of Wisconsin Extension, Annual 4-H Volunteer 

Leader Training. 
http://www.uwex.edu/ces/4h/ncrvd/vmgt/documents/AnnualVol
unteerTraining4-HMeetingthatShakeRattleandRoll.pdf

http://extension.usu.edu/files/publications/publication/4H-Volunteers_2003-04.pdf
https://www.extension.iastate.edu/4hfiles/VI950902FAgesStages.PDF
http://www.uwex.edu/ces/4h/ncrvd/vmgt/documents/AnnualVolunteerTraining4-HMeetingthatShakeRattleandRoll.pdf




Part 2:
Becoming a 4-H 

Club Leader



We hear you want to start a 4-H club?
Step 1: Contact the County 4-H extension professional
Step 2: Complete the Volunteer Screening Packet
Step 3: Attend a local 4-H volunteer orientation & new leader training
Step 4: Obtain county and state 4-H policies and guidelines
Step 5: Assess youth, parents and community needs and interests
Step 6: Recruit potential club members
Step 7: Conduct an organizational club meeting & select a club name
Step 8: Recruit project leader(s), parent volunteers, and distribute curricula 
Step 9: Complete and submit member & club enrollment paperwork
Step 10:  Assist with club rules or by-law development.

July 2014 Adapted from Florida 4-H 101 Training Resources, 
Lesson 10: Starting 4-H Clubs Powerpoint, at http://florida4h.org/staff/4H101.shtml

http://florida4h.org/staff/4H101.shtml


The 4-H Club

4-H Club & Member

The 4-H Club:
• Has at least 5 members from 2 or more 

families
• Has an adult “Club Leader”
• Elects youth members as officers
• Has planned educational program that is 

ongoing or most of the year
• Offers opportunities for leadership, 

citizenship, community service, and public 
speaking.

• Involves families and parents as volunteers

4-H members:
• Enrolls in a 4-H project
• Attends 2/3rds club meetings
• Gives public presentation
• Submits a record book

The 4-H Club Meeting

University of Wisconsin Extension, Annual 4-H Volunteer Leader 
Training. 
http://www.uwex.edu/ces/4h/ncrvd/vmgt/documents/AnnualVolun
teerTraining4-HMeetingthatShakeRattleandRoll.pdf

http://www.uwex.edu/ces/4h/ncrvd/vmgt/documents/AnnualVolunteerTraining4-HMeetingthatShakeRattleandRoll.pdf


Planning and Conducting Your 4-H Club

Resources:
WSU 4-H Club/Group Program Planning 
Workbook

Oregon State 4-H Planning & Conducting 4-H 
Club Meetings

Key Steps:
• Setting goals with your 4-H club
• Planning a yearly 4-H club calendar
• Club officers and committees
• Teaching the 4-H pledge, motto, symbols
• Possible agenda items for a 4-H club meeting
• Involving parents with your club
• Tours, activity days, etc.

Youth learn leadership skills by taking part in organizing the club, deciding what the club 
will do during the year and writing the rules for group behavior. 

Young people have more ownership in activities and projects they have planned. 

Adult leaders can facilitate the process but should not be the ones deciding what 
a club will do.

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13082&SeriesCode=&CategoryID=265&Keyword=
http://extension.oregonstate.edu/catalog/4h/4-h0273l.pdf


Setting goals in 4-H
How do you know if you’ve gotten there if you don’t know where you are going?

Personal Goals (club member): 
Personal Goals help you think about what you can do to become a better person. Personal Goals should be 
recorded in your Record Book. Examples:
• Meet new friends
• Attend 4-H Camp or State Conference
• Learn the 4-H Pledge
• Be a better listener
• Give an educational presentation
• Sit quietly at 4-H meetings
• Start early on your Record Book.

Project Goals
Project goals should be written for every project area you are enrolled and should be recorded on your 4-H 
Project Record (Basic, Experienced or Advanced). Project Goals help you think about what you want to do within 
the project area. 
• Visual Arts - Learn about the Elements of Design and Art Principles
• Food & Nutrition - Learn how to run small appliances
• Photography - Learn about the rule of thirds
• Beef - Train your market beef to lead
• Woodworking - Learn about different types of wood

Iowa State University Extension http://www.extension.iastate.edu/mahaska/page/club-support

http://www.extension.iastate.edu/mahaska/page/club-support


Setting goals in 4-H
Club Goals
Project goals should be written for every project area you are enrolled and should be 
recorded on your 4-H Project Record (Basic, Experienced or Advanced). Project Goals 
help you think about what you want to do within the project area. 
• Visual Arts - Learn about the Elements of Design and Art Principles
• Food & Nutrition - Learn how to run small appliances
• Photography - Learn about the rule of thirds
• Beef - Train your market beef to lead
• Woodworking - Learn about different types of wood
• Club Goals

Iowa State University Extension http://www.extension.iastate.edu/mahaska/page/club-support

http://www.extension.iastate.edu/mahaska/page/club-support


S.M.A.R.T Goals

S – well defined; should answer 6 “W” questions

M – set criteria for measuring progress; answer the 
“H” questions

A- agreed upon goals 

R- within availability of time, resources and knowledge

T- enough time to achieve goal but not too much that can 
affect performance

Resource: iGrow: South Dakota 4-H, Smart Goal Setting Template at
http://igrow.org/up/resources/01-1005-2012.pdf
Image from Michigan State University Extension at  
http://msue.anr.msu.edu/news/goal_setting_with_your_horse

http://igrow.org/up/resources/01-1005-2012.pdf
http://msue.anr.msu.edu/news/goal_setting_with_your_horse


Goal Setting: Action, Result, Timetable

ACTION RESULT TIMETABLE

I want To learn To bake two kinds 
of cookies

By Christmas.

I want To give Two 
demonstrations for 
my club

By June 1



Goal Setting: “Control Test”
Goals should also pass the “control test”.  Does the member 
have control over the outcome of the goal, or does 
someone else have that control? 

Example 1
“I want to collect, identify, and display six new species of 
butterflies for this year’s fair.” 

Example 2
“I want to win grand champion for my butterfly display at this 
year’s fair.”

Adapted from Wisconsin 4-H Leader Training Series, Setting Project Goals 
athttp://taylor.uwex.edu/files/2010/12/setting_project_goals.pdf

http://taylor.uwex.edu/files/2010/12/setting_project_goals.pdf


Setting goals with your 4-H club

Example:
“My 4-H club will pick up all trash at 
Kitsap County Park, until the park is clean, 
on Tuesday Evenings and Saturday 
Mornings during the months of June, July, 
and August utilizing a partnership with the 
city that supplies our club with gloves, bags 
and other needed resources.”

Image from Michigan State University Extension 
athttp://msue.anr.msu.edu/news/goal_setting_with_your_hors
e

http://msue.anr.msu.edu/news/goal_setting_with_your_horse


Age Appropriate Goals

University of New Hampshire Extension, Goal Setting: Leaders Guide to 
Helping Youth from 
http://extension.unh.edu/resources/files/Resource000178_Rep196.pdf

http://extension.unh.edu/resources/files/Resource000178_Rep196.pdf


How can you have GREAT meetings?

• Make sure officers, committee chairs, and members know their jobs. 
• Using parliamentary procedure helps govern the club’s business. 
• Plan interesting meetings that start and end on time: opening, business, 

educational program, recreation.
• Plan the program for several months ahead.
• Involve each club member in a meeting program sometime during the year. 

Also include club parents with responsibilities as well. 

WSU 4-H Officer’s Handbook

Tip:
Evaluate the quality of your 4-H club 
annually by using the “Eight Essential 
Elements of 4-H Program Checklist” (pg. 
WA9-1 – WA9-3)

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=14068&SeriesCode=&CategoryID=&Keyword=officer
http://www.4-h.org/Professional-Development/Content/4-H-Youth-Development/Essential-Elements/Essential-Elements--Key-Ingredients-for-Program-Success-Curriculum.dwn


4-H Club Officers

WSU 4-H Resources:
Secretary’s Book
Treasurer’s Book
Officer’s Handbook

Executive Committee:
President
Vice President
Secretary
Treasurer

Officers:
Reporter
Historian
Parliamentarian
Recreation Leader

Committees: Program, membership, 
community service, health, safety, special events,  

Nominations & Elections:
2 ways to nominate
• During annual election meeting, 

youth members nominate other 
members for positions

• President elects a nominating 
committee to recommend 
candidates for office. During 
elections nominations can also be 
made from the floor.

• Voting is usually by secret ballot; 
51% majority.

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13089&SeriesCode=&CategoryID=265&Keyword=
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13084&SeriesCode=&CategoryID=265&Keyword=
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=14068&SeriesCode=&CategoryID=&Keyword=officer


Parliamentary Procedure

WSU 4-H Resource:
Parliamentary Procedure Made Easier

Why?
Provides based guide to fair and orderly proceedings in meetings. 

What is a motion?
Provides based guide to fair and orderly proceedings in meetings. 

The Agenda or Order of Business:
It is customary for every group to adopt a standard order of business for 
meetings. When no rule has been adopted, 
the following is the order:

1. Call to order
2. Pledges
3. Reading and approval of minutes
4. Reports of officers and standing committees
5. Reports of special committees
6. Unfinished business
7. New Business
8. Program
9. Adjourn

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=14166&SeriesCode=&CategoryID=265&Keyword=


What does it mean to be “chartered”
Apply for 4-H Charter by submitting:
Request to Use 4-H Name & Emblem 
Application

How do clubs remain in good standing?
• Annually submit a club program plan, 

proposed annual budget, list of club officers 
and volunteers, fundraising plan, club 
constitution & bylaws

The request to use the 4-H Name and Emblem 
only has to be completed once. If the club or 
group goes inactive for more than one year, the 
group will need to apply to renew their 4-H 
Charter.  A 4-H charter and its privileges may 
also be revoked by the 4-H staff. 

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13144&SeriesCode=&CategoryID=&Keyword=name%20and%20emblem


Enrollment
4-H year: October 1-September 30

• 4-H Club Leaders are responsible for making sure all club members enroll annually 
and pay enrollment fees.

• 2013 Kitsap 4-H member enrollment cost is $20/member or no more than  
$60/family
• Scholarships available upon request.

• Leaders are also responsible for ensuring all support club volunteers are screened 
and approved 4-H volunteers. Volunteers submit re-enrollment paperwork annually. 

September-
November 1st

• Re-
enrollment 
period

October 1st

• New 4-H 
year begins

November 1st

• Enrollment 
Fees 
Increase

December 31st

• Previous 4-H 
year tax & 
annual 
financial 
reports due 
to 4-H office

March 1st

• Deadline for 
starting new 
clubs



All About 
Finances



Basics of Handling 4-H Club Funds
4-H clubs/groups are responsible for maintaining a record of their activities, a record of 

contributions received, and a record of its financial transactions. 

1. Develop an annual budget collectively as a club/group. The club/group’s fund raising activities 
should be limited to raising enough money to cover that budget. (see goal setting/budgeting 
worksheet)

2. Keep 4-H club/group funds in a bank account under the 4-H club/group name. Club/group 
leaders or members should not hold cash reserves or keep club/group funds in personal 
checking or savings accounts. 

3. If a 4-H club/group has funds, there should be a Treasurer’s Report given at each club/group 
meeting.  Meeting minutes must reflect the group’s decision to expend funds

4. In order to set up a non-profit bank account each club/group needs to get an Employer 
Identification Number (EIN) from the IRS. IRS Form SS-4 can be obtained from your local 4-H 
office, or from the IRS online. Contact your local 4-H office for assistance. 

5. Two people should sign checks. These two must not be in the same family. You may want to 
have three or four names on the signature card at the bank so that two are always available 
when needed. A Finance Committee composed of two members and two adults is suggested 
when large sums of money are being handled. 



Basics of Handling 4-H Club Funds
6. A 4-H club may use a debit card issued on the bank account. This card’s use must be fully 

documented, and treated just like cash, requiring receipts for its use. 

7. The Treasurer elected for the club/group should account for all monies raised by the 
club/group. Leaders can assist and help, but they should function as advisors. The handling of 
money is a useful and educational experience for young people. 

8. A receipt must identify all expenditures. A record of all expenditures should be made. The 
Treasurer’s Book explains how to set up a ledger to record a club/group’s expenses and 
income. It also explains what needs to be recorded concerning the transaction (who was 
paid, the purpose, check number, etc.). 

9. An annual peer review audit for 4-H club/group funds must be done at the end of each 4-H 
year. The audit should be conducted by 4-H members, parents, leaders, or other qualified 
individuals who have not been handling club/group finances. A written report documenting 
the results of the audit is recommended. 

10. Each club/group must complete an annual financial report and turn this form in to the county 
Extension office by December 31. This includes filing annual taxes with IRS by submitting IRS 
form 990. 



4-H Club Application for Tax Exemption
WSU 4-H GEN #5967

All 4-H clubs and groups must apply for an Employer identification number for tax 
exemption by completing the IRS Form SS-4.

Washington State 4-H Youth Development Program holds the GEN # for our state’s 
4-H programs. Each 4-H Club EIN number is subordinate to the GEN #5967

IRS FORM SS-4
1. Visit www.irs.gov
2. Select “Forms & Pubs”
3. Select “Current Forms & Pubs”
4. Type “SS-4” into ‘Find’ Field
5. Download most up-to date SS-4

Note:

A family club/group only accepting members within their immediate family, is not 
eligible for tax exempt status and can not apply for EIN number.

http://www.irs.gov


4-H Club Application for Tax Exemption
WSU 4-H GEN #5967

*IRS updates forms yearly, so link below may not provide most up to date form. You may also 
contact your county 4-H coordinator directly for up-to-date SS-4 form.
Direct Link as of July 2014 

http://www.irs.gov/pub/irs-pdf/fss4.pdf


Working with Club Treasurer
Use Treasurer’s Book as a guide.
• Explains how to keep track of your 

club/group’s money and is appropriate for 
use by the 4-H member that is Treasurer of 
the club/group.

While the 4-H member is the one making 
the entries, writing the checks, and 
reporting to the club/group, an adult leader 
should work closely with the member and 
may be required by the financial institution 
to also sign the checks.

The manner in which money is handled must 
always be within the guidelines of the 4-H 
program. 

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13084&SeriesCode=&CategoryID=265&Keyword=


4-H Club Fundraising
Operating funds are important to the 
success of most organizations, 
including 4-H.

Fundraising is….
• A popular way of raising funds for 

projects, activities, and awards. These 
fund raising activities can be beneficial to 
clubs/groups in more ways than just 
producing funds. 

• Can provide a chance to work toward a 
goal as a group and gain experience in 
the handling of group finances. 

• Money raised for 4-H purposes 
must follow current 4-H policies 
and best practices.

• Funds must be accurately 
documented and accounted for.

• Fundraising plans should be 
approved by 4-H office at least 2 
weeks prior.

• Cash donations to a 4-H 
club/group are tax deductible.

• Contributions earmarked by the 
donor for a particular individual 
or family club are treated, in 
effect, as a gift to the designated 
individual/family and are not tax 
deductible.



4-H Grants & Contracts
Prior approval from 4-H office mandatory

• Grants and contracts have specific outcomes and deliverables expected including 
required reports to the funding source, whereas donations do not require this kind 
of reporting to the donor. 

• Grants and contracts must support the highest priorities of the UF/IFAS Extension 
4-H Youth Development Program.

•
All funds accepted for 4-H Youth Development must be used for valid 4-H 
purposes.

• All grants/contracts pertaining to 4-H Youth Development must have the consent 
and/or involvement of an Extension/4-H faculty or staff member before a 
grant/contract application is submitted.

• Faculty, staff, and volunteers are not permitted to sign any contract (which generally 
includes any written agreements, MOUs, etc.)



4-H & Games of Chance

Games of Chance include raffles, lotteries, auctions, etc.

All “games of chance” must be used to raise money for the organization and must 
follow the guidelines issued by the Washington State Gambling Commission.   
http://www.wsgc.wa.gov/

http://www.wsgc.wa.gov/


Annual Financial Report
All 4-H entities must submit annual 
documentation to retain tax exemption 
and right to 4-H name & emblem. 
• WSU 4-H Annual Financial Summary 

Report (see right)
• File taxes to IRS by submitting 990 

form.

**Documentation of the above is due to 
County 4-H Office before December 31st

annually.

Clubs must do internal audit of account 
records prior to submitting annual 
financial summary

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=15605&SeriesCode=&CategoryID=265&Keyword=
http://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-(e-Postcard)


Annual Internal Club Audit
• Do Treasurer records agree with bank records? 
• Are Treasurer Book balances actually on deposit with the bank? 
• Are receipts actually available to verify expenditures? 
• Have funds raised been reported and deposited appropriately? 
• Have adequate financial records been kept? 
• Was a motion passed by the group/club to justify the expense? Or a budget 

approved? 
• Do all checks have two authorized signatures?



Annually File Taxes: IRS 990
Must file prior to December 31st annually and submit documentation with 
Annual Financial Report.

Completing the e-Postcard requires the eight items listed below:
1. Employer identification number (EIN), also known as a Taxpayer Identification 

Number (TIN).
2. Tax year
3. Legal name and mailing address
4. Any other names the organization uses
5. Name and address of a principal officer
6. Web site address if the organization has one
7. Confirmation that the organization’s annual gross receipts are $50,000 or less
8. If applicable, a statement that the organization has terminated or is terminating 

(going out of business)



Annually File Taxes: IRS 990

Must file prior to March 1st annually

Photo of 990N

990 > $50,000



If 4-H Club Disbands
When a club/group goes out of existence, there are special IRS rules that 
must be followed. 

• The money and equipment cannot be given to club/group members. 
• All outstanding bills must be paid, and an audit completed. 
• The remaining funds and equipment MUST be turned over to the County 

4-H Leaders Council. The dissolving club/group can suggest to the 4-H 
Leaders Council a club/group that could best use the equipment.

• If new clubs/groups are formed from the disbanding club, a percentage of 
the original club/group’s funds should go to each club/group. This process 
is overseen by 4-H Staff.

• Club money that was not raised and donated for a specific purpose can be 
used for an award ceremony that acknowledges the accomplishments of 
those that were members of the club.



4-H Club Web & Social Media Policy

4-H Club Web Posting and Social Media Policy (January 2013 revised)

• Volunteers are permitted and encouraged to contribute appropriate content about 
4-H and their club. Individual clubs may create Web pages and other electronic 
publications that provide information relevant to that individual club’s role in 4-H. 

• The work on individual Web pages and electronic publications represents the work 
of individual clubs, volunteer and members who created them, and they are not 
intended to represent WSU 4-H. 

• WSU bears no responsibility for the content of individual Web pages. They are the 
responsibility of their developers. 

• WSU will however, hold the club leader responsible for misuse of the WSU 4-H 
name and emblem or for identifying a social media page as a 4-H page. 

http://4h.wsu.edu/volntr/documents/ClubPostingPolicySocialMedia2013.pdf


4-H Record Books
4-H youth document experiences through 
the year and record in a 4-H Record Book. 
Record books are reviewed annually and 
youth have opportunity to receive 
recognition.

Primary purposes: is for a young person to 
develop the skills necessary to set goals, 
work toward achieving those goals, reflect 
on his/her experiences, and set new and 
higher goals for themselves.

Secondary benefit: to prepare young people 
for the process of completing quality 
academic scholarship applications.

Source: Texas A&M 4-H, Record Book Guidelines at http://texas4-
h.tamu.edu/files/2012/11/recordbook_teaching_aids.pdf

http://texas4-h.tamu.edu/files/2012/11/recordbook_teaching_aids.pdf


4-H Record Books
Components:
• Goal Setting
• Activity Records
• Personal reflections on the year
• Citizenship or Leadership 

activities
• Awards or recognition received
• Financial Records
• Project Story
• Project Pictures
• Record of previous years 4-H 

experiences (permanent record)

• Record Book structures vary based 
on age range and developmental 
level. The type of 4-H project may 
also influence the components 
required (i.e. photography vs. steer)

• Record Books are often a 
requirement for participation in the 
county fair, 4-H scholarships, or 
other designated activity.

Kitsap County 4-H Record Book 
Forms

http://ext100.wsu.edu/kitsap/resources/record-book-forms/


Other Parts of 4-H Experiences
Public Presentations
Public Speaking
Judging Competitions
District Rallies
Day Camps
Overnight Camps
Shooting Sports
Adventure Education & Challenge
International Exchanges
National Competitions
Scholarships
Awards & Recognition Events

http://4h.wsu.edu/members/districtrallies.htm
http://4h.wsu.edu/members/camps.htm
http://4-h.wsu.edu/projects/shootingsports.htm
http://4-h.wsu.edu/challenge/index.html
http://4h.wsu.edu/international/index.htm
http://4h.wsu.edu/members/scholar.htm


4-H Teen Leadership Events
http://4h.wsu.edu/members/index.htm

List of Teen Leadership Opportunities

http://4h.wsu.edu/members/index.htm
http://4h.wsu.edu/members/opportun.htm


4-H & The Fair

Kitsap County Fair
August 20-24 2014

Participating in the Fair provides an 
opportunity for youth to share what they 
have learned in 4-H throughout the year. 
Youth receive recognition for their 
efforts and develop leadership and 
teamwork skills 
(Diem & Rothenburger, 2001).

Puyallup, WA
State Fair Website

http://www.kitsapgov.com/parks/fairgrounds/pages/fair_information.htm
http://www.4h.wsu.edu/statefair/index.htm


Remember…



4-H Club Leader Resources
Club Planning:

WSU 4-H Club/Group Program Planning Workbook: 

WSU 4-H Secretary’s Book

WSU 4-H Treasurer’s Book

WSU 4-H Officers Handbook

WSU 4-H Parliamentary Procedure Made Easier

Kitsap County 4-H Record Book Forms

Financial Management:

WSU 4-H Leaders Guide to Handling Funds in the 4-H Youth Development Program- Coming Soon

WSU 4-H Annual Financial Summary Report 

IRS 990 Direct Link as of July 2014 

Other Policies:
Washington State Gambling Commission.

WSU Request to Use 4-H Name and Emblem Application

WSU 4-H Club Web Posting & Social Media Policy (rev. Jan 2013)

https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13082&SeriesCode=&CategoryID=265&Keyword=
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13089&SeriesCode=&CategoryID=265&Keyword=
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13084&SeriesCode=&CategoryID=265&Keyword=
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=14068&SeriesCode=&CategoryID=&Keyword=officer
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=14166&SeriesCode=&CategoryID=265&Keyword=
http://ext100.wsu.edu/kitsap/resources/record-book-forms/
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=15605&SeriesCode=&CategoryID=265&Keyword=
http://www.irs.gov/pub/irs-pdf/fss4.pdf
http://www.wsgc.wa.gov/
https://pubs.wsu.edu/ItemDetail.aspx?ProductID=13144&SeriesCode=&CategoryID=&Keyword=name%20and%20emblem
http://4h.wsu.edu/volntr/documents/ClubPostingPolicySocialMedia2013.pdf


Other Extension Resources

Florida 4-H 101 Training Resources, Lesson 10: Starting 4-H Clubs Powerpoint

Oregon State 4-H Planning & Conducting 4-H Club Meetings

iGrow: Smart Goal Setting Template, South Dakota 4-H

Goal Setting with Your Horse, Michigan State University Extension 

Wisconsin 4-H Leader Training Series, Setting Project Goals

University of New Hampshire Extension, Goal Setting: Leaders Guide to Helping 
Youth 

Texas A&M Record Book Teaching Aids

http://florida4h.org/staff/4H101.shtml
http://extension.oregonstate.edu/catalog/4h/4-h0273l.pdf
http://igrow.org/up/resources/01-1005-2012.pdf
http://msue.anr.msu.edu/news/goal_setting_with_your_horse
http://taylor.uwex.edu/files/2010/12/setting_project_goals.pdf
http://extension.unh.edu/resources/files/Resource000178_Rep196.pdf
http://texas4-h.tamu.edu/files/2012/11/recordbook_teaching_aids.pdf

