THE 4-H CLUB
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Leader's Guide

The 4-H club provides many opportunities for youth to learn, work and play with
others. Most project work can be done done, but the club provides the opportunity to
develop group skills and organizationd ability that are important in the socid
development of young people.

Every 4-H club needs the following:

* A locd volunteer adult leader with one or more leaders asssting.

 Interested youth and parents.

* Aninteresting and educationd outline of work (planned, written and carried
out by members and leaders). Assistance of parents and othersisimportant in
carrying out the program.

Types of 4-H Clubs

There are many opinions about recommended club size and whether clubs should be
project clubs, community clubs, or multi-project clubs. Y ou must sdlect the type that
most suits you, your member and community needs.

Project Club

A project club usudly offers only one project. It may
be afoods and nutrition club, mode rocketry club,
or horse club, and so forth. Project work and club
business are conducted at the same mesting.
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Multi-Project Club
As the number of membersincrease or thar interests broaden, the club must

expand. The basic organizationa structure is maintained, but project groups
are added.

In the diagram:
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» Group A represents membersin
electricity with their own volunteer
leaders, separate meetings for project




work and a meeting with dl club members monthly to participate in
totd 4-H activities.

» Group B includes agroup of 4-H clothing project memberswith
volunteer leaders, separate project meetings and meeting with the
tota club group monthly.



» Group C represents a horse group that provides project training
outside the total club mesting.

» Group D represents other project areas that might be added.



Community Club

Y outh living in ageographic area belong to the
same community club. It is organized like the
multi-project club, except some of the project
training is done at the monthly club meetings
and there are not separate groups for al
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resource person they locate rather than aclub h gl A

or ro'ectp‘lareader N -7 Froject Member —-..
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In the diagram, group D has been replaced with an “X” that represents all
members taking projects under the direction of their parents or other resource
persons.






Organizing a Club

A group of igible boys and girls and their parents may start a4-H club by
contacting their loca Cooperative Extension agent. An Extension agent or leader
will meet with prospective members and their parentsto explain the 4-H
program. A loca person or committee usualy makes arrangements for the
meeting and cals the group together.



The actud sepsin organizing aclub vary, but many of the following tasks need to
be completed. These may be taken care of in one or more meetings, by persona
contact or in other ways.

1
2.

10.
11.

12.
13.
14.
15.
16.

Interest in 4-H is expressed and encouraged.

The locd Cooperative Extenson office is contacted for information,
guidance and support.

A generd information meeting is held for progpective members and their
parents.

The group decides they want to form aclub.

Discussion is held on types of projects, local resources and leadership that is
available for them.

The group will help identify, recruit and select local adult volunteers for
organizationa and project responsibilities.

Enrollment informetion is didtributed.

Next meeting date, time and placeis set.

Explanation is given on how project work will be conducted.
Explanation is given on how the club will be organized.

If members are well acquainted and ready for leadership roles, officers may
be dected. If not, dect officers as soon as practicd. Officers usudly include
the president, vice president, secretary, treasurer, plus any othersthat are
needed. Wise officer sdlection isimportant to the success of a4-H club.

The club officers or committee meet to plan program of work for the year.
Club decides on name.

Project training schedule is set up for members and leaders.

Volunteers receive training and support.

Keep going. Cdl on the Extension agents and secretariesin the local
Extension office for help as needed.



Start project work as soon as possible. Members (young ones particularly) will
be eager to start projects as soon as they decide to join 4-H. Delays in starting

may cause members to lose interest and drop out before they have a chance to
get started.



Enrolling Members

Membership in a4-H club isentirely voluntary. To be a4-H club member a
person must have a project, attend club meetings and take part in club activities.
Membership digibility in the loca club is determined by county guideines and the
specific purposes or projects of the club, its leadership and membership.

The Cooperative Extensgon system, by law, cannot discriminate againgt any
youth. Therefore, volunteer leaders are asked to encourage membership of youth
who are handicapped, of different sexes and races, low-income or disadvantaged
in any way. For the legd interpretation of responghilities, see I ssues,
Discrimination, page 5.

Enrollment Procedure
These are the stepsto enrall in 4-H and receive project materid.
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1.

The Extension office supplies the leader with enrollment materials and
directionsfor their use.
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2. Theleader didgributes the materid to the members and explainsthe
enrollment process.



3.

L eaders, members and parents should discuss interests and needs with
individua youth before the projects are determined.
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4. Complete the enrollment forms.



5. Theleader turns enrollment forms into the Extension office.
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6. Theddff inthelocd Extension office will check the enrollment forms,
meake any corrections and record any information in the county office.



7. Alig of project materiasis prepared from the enrollment forms and
distributed to clubs.
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8. Theleader should check the materid received by putting the member's
name on each piece. If there are errors with the order, the local
Extenson office is notified within 30 days.



9. Theleader digtributes the project literature to the members.
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10. The leader submits change reports if members are added or dropped
from their club or if they change projects.



4-H Member and Leader Enrollment Forms

A club leader will be given 4-H member and leader enrollment forms. Use
these to enroll members and leaders a the beginning of the year. Use
additiona formsto enroll new members, add or drop projects, change
information, put members on the inactive list or withdraw members from the
club.
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Ingtructions are provided. If you have any questions, contact your
Cooperative Extension office.

Make changes as soon as possible after they occur. Thiswill help keep
mailing lists and records current.

Dues
There are no officia county, state or nationd dues paid by 4-H members.

A “program support fee” is assessed that partiadly pays for educationd aids and
training provided for members, leaders and Extension agents. Check with your
Colorado State University Extension agent on how to pay in your county. Some
counties have money raising projects to take care of the expense for al members,
others ask for it on an individud basis. This fee should never discourage ayoung
person from becoming a4-H member.

A club, with the consent of its own members, may agree to charge duesto carry
onitsloca program. In no case should dues keep aboy or girl from enralling.

I ssues

Because 4-H clubs are organized and operated under the guidance and control of
Cooperative Extension, there are some legal matters to be aware of.

Discrimination

4-H programs at al levels must be conducted in compliance with Title VI of
the Civil Rights Act of 1964. There can be no membership requirements that
prohibit, restrict, segregate or inhibit the participation of youth on the basis of
race, sex, color, religion, national origin or handicap.

Legdly, Extensgon mugt withdraw its services from aclub if that club
discriminates and/or restricts membership and participation or provides
sarvicesin adifferent manner, or segregates based on race, color, sex or
nationd origin. This means the club can no longer use the 4-H name or
emblem and loses its tax-exempt status.



Tax-Exempt Status of 4-H Clubs
The Internal Revenue Service recognizes that 4-H clubs are exempt from
federd income tax.

» Donors may deduct contributions to 4-H organizations.

e When practicd, give dated receipts to donors. The following
wording may be used: “The (name of 4-H club) gratefully
acknowledge receipt of your donation of $ , whichis
deductible as a contribution for federd income tax purposes under
Section 170 of the Internal Revenue Code, pursuant to rulings
issued April 24, 1946, and February 9, 1973, by the Interna
Revenue Service to the U.S. Department of Agriculture.”

» The Colorado sdestax exemption number that appliesto dl
purchases utilized directly for educationd purposesin the
4-H program is #98-00794.

e Fundsinthe 4-H club treasury are exempt from taxes.

» Eventhough they are exempt from federa income taxes, 4-H clubs
receiving $10 or more interest in any one caendar year are required
to furnish their savings inditutions with an Internd Revenue Sarvice
employer identifying number.

An identifying number may be obtained by filing an Application for
Employer Identification Number (Form SS-4) with the IRS. These
forms may be secured from any Socid Security Adminigtration or
IRS office. When completing item 10 on the form for “Nature of
Business,” use 4-H club.

* 4-H dubsarerequired to file the Annua Information Return, Form
990, when total receipts from gifts, donations, sale of goods, fees,
dues, and so forth, without reduction for the cost of goods or assets
sold or for expensesis over $20,000 during the tax year.

File form 990 by the 15th day of the fifth month, following the close
of the accounting period (end of club year).

The 4-H group exemption number (GEN) to be used on Form 990
IS#2704. This number is used nationwide for
4-H.

The 4-H group exemption number is not the same as the employer
identification number. Include both numbers on form 990 in the
appropriate places.
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Use of Funds When Clubs Dispand

Because funds in the club treasury were developed to support 4-H, and
most of the contributors, supporters, purchasers, etc., have taken atax
deduction for their charitable contribution, turn the remaining funds over to a
tax-exempt organization. This can be another club, the County 4-H Council,
County 4-H Foundation, Colorado 4-H Y outh Fund, Inc., etc. The funds
may not be divided among members.

A dissolution clause has been added to the condtitution in the Secretary's
Record Book and should befilled out in detail to provide for these funds.

Materids that may be helpful with tax and financid questions are:

Tax-Exempt Satus of 4-H Organizations Authorized to Use the 4-H Name
and Emblem. (Contact your loca Extension office for the latest copy of this
information.)

Club Recognition
Severa methods are used to recognize the achievements of locd clubs a the
date, county and local levels. Check with your loca Extension personnd for

information on the county recognition available for clubs.

Club Charter for “ Sandard 4-H Clubs’



Asthe 4-H program has devel oped, certain good features of loca 4-H clubs
have been noted. A number of these have been copied and are known as
requirements for a standard 4-H club. Clubs may order a charter through
their Extension office as soon as they meet the first four andard
requirements.

The requirements for a4-H club charter are:

* A gandard club shdl have a membership of at leest five. Additiond
members are recommended in order to have more opportunities
available to the club. However, boys and girls may be 4-H
members even though there are not enough in the community to
make a standard club.

* Alocd adult leader or qudified teen leader shdl guide the club
during the year.

e Alocd dub organization with necessary officers shdl be formed. A
congtitution and bylaws with a completed dissol utionment Statement
should be adapted by the club and a copy filed with the local
Colorado State University Cooperative Extension office.

* A written program of work shal be made using the forms included
in the 4-H Secretary's Record Book. One copy is sent to the
Colorado State University Extension office, one copy isfor the
local leader and one copy should be l€ft in the book. The suggested
program of work in the Secretary's Record Book will be hepful in
developing the locad club program.

Y ou should ask your county Cooperative Extenson office for a charter. The
Extenson office will order the charter presentation to your club.

Your club should keep its charter aslong as possible. It is not necessary to
order anew charter each time the club changes leaders or makes minor
revisons,

Charter Seal

Annudly, each club that completes the four
sandard requirements and six additiona
requirements is entitled to a sed for its charter.

The sed isavalable after the dub year is
completed and the county report sent to the sate
4-H office.
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Additiond requirements for ased are:

The club shdl hold regular meetings during the year. There should
be enough meetings to keep the club active and enthusiadtic.

Each member is expected to exhibit every project taken during the
club year. (Exhibit may be locd.)

Each member of the club shall participate in a demongtration or
other gpeech arts presentation some time during the year.

Each member shdl receive ingruction in judging and participate in
judging products related to projects taken.

At least 75 percent of the members must complete a project and
leaders should make afind report to the loca Extension office. If a
member completes one project carried, it counts as a completion.
The club shdl hold or participate in an annua achievement day

program.

Club Certificates

The Certificate of Accomplishment isaso known as the Completion
Cetificate. It is awarded to each loca club that has 75 percent of its active
membership completing al enrolled projects.




CeremoniesUsed in the Club

Some dubs use aformd ceremony for ingaling new officers or initiating new
members. These highlight the idedls of 4-H with dignity and may aso creste a
closer bond among members.

Y our club may wish to adapt these ceremonies or write their own. Ceremonies
developed by the group will meet their needs, express their feelings and uncover
talent that might not otherwise be discovered. Ceremonies dso have their placein
the 4-H program because they can establish the idedls of a group of 4-H
members.

Installation of Club Officers
The officers stand according to the diagram shown. It is more effective if
retiring officerslearn their parts.

Retiring Officers New Officers
Presdent President
Vice President Vice President
Secretary Secretary
Treasurer Treasurer

Thetable in front of the leader holds the United States and the 4-H flags.

The retiring officers, beginning with the president, cross the room to the new
officers, make short talks, and present them with the various records of the
club. The new officers cross behind the table, walk over and take the retiring
officers places.

Retiring Presdent

“As presding officer for the (club name) 4-H Club, great responsibility
will be yours. You will presde a meetings and will be ready a al times
to serve in the best interests of the whole club. Y ou must protect its
good name, strive dwaysto further itsideals and good purposes and
seeto it that the people of the community are acquainted with the work
being done and the services being rendered. This gave is given to you
as the property of (club name) 4-H Club to help you in performing
your duties.”

Retiring Vice President

“As vice presdent, you will become familiar with the duties of the club
president and will be ready to act a any time in the absence of the
president. You will grivein every way to ad in upholding the dignity of
your 4-H club.”
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Retiring Secretary

“As secretary, you will keep the membership roll and a complete and
accurate record of what takes place a each meeting. Y ou will make
reports and write officid letters. Y ou will kegp such important
information and papers as the club may direct. In your hands and
keeping will now be placed the secretary’s book for the (club name) 4-
H Club.”

Retiring Tressurer

“Astreasurer, you will be entrusted with the money for the (club name)
4-H Club. You will be expected to keep accurate records of al

recel pts and expenditures. Y ou will aso be expected to furnish detailed
information concerning the finances of your club whenever it is needed.
Thisis the treasurer's book for the club to help you in recording the
financid busness”

Retiring Reporter

“As club reporter, you will keep the community and Cooperative

Extendon office informed of the activities of your club through the
press and other means of communication. Thisisamost important
respongbility and can benefit many people in your community.”

Local Leader

“As officers you have been chosen to guide and direct the (club name)
4-H Club. I know that you will live up to the trust placed in you. You
will be respongible for the club's spirit and for its progress and
fathfulness to the principles and ideds of 4-H club work.

As members of this4-H club, it will be your responsibility to help these
officersin every way posshble.”

Retiring Presdent
“Wewill dl stand and give the 4-H pledge.” (Another way of closng
this ceremony might beto sng a4-H or patriotic song.)

New Member Initiation

A guide takes the candidate or candidates for 4-H membership to the front
of the room where the officers are sanding behind a table on which an
American flag and a4-H flag have been placed.

President

“To you who are about to become a member of the 4-H Y outh
Development Program, we, as active members of (club name)

4-H Club, sharing responsibilitiesin carrying out our 4-H program,
wish to inquire as to your earnestness in becoming a

4-H member. Have you sdlected a 4-H project and returned a
4-H enrollment card signed by your parents or guardians?’



Candidate
“l have”

Vice President
“Before becoming a4-H member, we fed that you should become
acquainted with the organization and the purpose of 4-H clubs.

4-H clubs are apart of the Cooperative Extension system. In
Colorado, this service is under the cooperative direction of the United
States Department of Agriculture, Colorado State University and our
county government. 4-H clubs are organized to help us become better
citizens in ademocracy by teaching us how to work and play together;
by guiding usin solving our own problems and those of our homes and
community; by giving us an opportunity to learn better methods of
working on the projects we have chosen to do; by asssting usin
demondrating to others what we have learned; by giving usan
understanding and gppreciation of wholesome, hedlthful living; and by
ading usin offering service in our homes, our clubs, our communities
and our world. Our 4-H program provides us, as young people, with
an opportunity to do our full part in working together for better world
understanding.”

Secretary (exhibiting a4-H emblem)
“Our 4-H emblem is a green four-leaf clover with awhite ‘H’ on each

leaf, representing the development of the head, heart, hands and hedlth.

Our motto is 'To make the best better.”

Treasurer
“Our 4-H Creed is;

| believe in 4-H club work for the opportunity it will give meto
become a useful citizen.

| believein thetraining of my Heed for the power it will givemeto
think, to plan and to reason.

| believein the training of my Heart for the noblenessiit will give me
to become kind, sympathetic and true.

| believein the training of my Hands for the ability it will give meto
be hepful, useful and killful.

| believe in the training of my Hedth for the strength it will give me
to enjoy life, to resst disease and to work efficiently.
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| blieve in my country, my state and my community and in my
responshility for their development.

Indl thesethings | believe, and | am willing to dedicate my efforts
to thar fulfillment.”

Reporter

“Our 4-H club would like to point out that you are now joining alarge
nationd youth organization with membership of over five million young
people. 4-H clubs smilar to ours have been established throughout the
United States and its territories.

Moreover, 4-H clubs, or clubs patterned after our 4-H clubs, are now
established in over 80 other countries.”

Presdent

“Y ou are now familiar with the purposes of 4-H club work, the extent
of the organization, the 4-H emblem and what it symbolizes, the 4-H
motto and the 4-H creed. Are you willing to try to live up to these
idedls of the 4-H club?

Candidate
“l am.”

Presdent
“Do you now wish to become a4-H club member?’

Candidate
“l do.”

President

“In becoming amember of our 4-H club, we expect you to attend
our meetings regularly, take an active part in our program, complete
your project work and keep arecord of al your 4-H activities. You
areto learn the 4-H club pledge and motto, keep your parents
informed of the club's activities, make an exhibit and help other
members of our club who may be in need of such help. Asyou sgn
the 4-H club membership roll, please think of these responsibilities
which you are now assuming.” (Candidate Signsin secretary’s book.)

President
“Please repeat the 4-H club pledge after me. (Candidate repeats
each line after President.)



| pledge:
My head to clearer thinking,
My heart to greater loyalty,
My hands to larger service, and
My hedlth to better living,
For my club, my community, my country and my world.

Y ou are now amember of (club name) 4-H Club. We welcome you
into our membership. May you ever do your full part in carrying out the
4-H program; be faithful in helping to carry on your work as a part of
the genera community and county in partnership with your parents and
neighbors; and live up to its high ideals to the end that you will be
among the distinguished number who are working for a better home, a
better nation and a better world.”

Issued in furtherance of Cooperative Extension work, Acts of May 8 and June 30, 1914, in cooperation with
the U.S. Department of Agriculture, Milan A. Rewerts, interim director of Cooperative Extension, Colorado
State University, Fort Collins, Colorado. Cooperative Extension programs are available to all without
discrimination. To simplify technical terminology, trade names of products and equipment occasionally will be
used. No endorsement of products named is intended nor is criticism implied of products not mentioned.
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