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Introduction
County 4-H Councils: Committees Concerned about

4-H/Youth Development is an educational program de-
signed to help volunteers understand their responsibili-
ties as members of county 4-H councils and how to make
the 4-H council function effectively. The first part of the
educational in-service is for use by the entire 4-H council;
the remaining sections are designed for use by various
committees within the council.

Objectives of the Educational In-Service
1. To help participants understand the role of a county

4-H council and its committees.

2. To help participants understand how the county
4-H program is related to the land grant university, the
families, 4-H, the Food and Nutrition division of the
United States Department of Agriculture, the Coopera-
tive Extension Service, and the National 4-H Council.

3. To help participants analyze their county 4-H council
system and determine areas of strength and weakness.

4. To help participants see the need for an effective com-
mittee structure within the county council.

5. To encourage creative, open discussion among coun-
cil members, leading ultimately to a more thorough un-
derstanding of the council system and a more effective
performance of council responsibilities.

The educational package consists of the volunteer
guide (which you are now reading) and a videotape se-
ries showing a 4-H council in action.

The Volunteer Guide
The volunteer guide is for individuals who have been

chosen to teach other volunteers. Before leading a group,
you should have received instruction on teaching others.

This volunteer guide is now your basic teaching re-
source. In it you will find:

1. An outline of the parts of the videotape series.

2. Suggestions for preparing for the educational
program.

3. Objectives for each lesson.

4. Suggestions for conducting the lessons.

5. Questions for discussion.

6. Activity sheets to be duplicated and handed out to
participants.

Suggestions for leading each session begin on page 5.
Here you will find suggestions for introducing each scene,
questions for group discussion, and a listing of handouts
for the session.

The Videotape Series
The videotape is made up of seven sections. The first

two sections are built around one subject designed for
viewing by the entire council in two sessions. The other
five sections are optional lessons for viewing by separate
committees. Each lesson has two or three scenes depict-
ing a particular aspect of an effective council.

The in-service is designed so the group will view a par-
ticular scene, then stop the tape to complete an activity or
discuss the scene and how it relates to their own county
council. Or they may complete an activity and then watch
a taped scene.

As the facilitator, you need to be familiar with the vid-
eotape. You must also be familiar with the video equip-
ment—how to start and stop the tape to teach each
particular scene. Each lesson and each scene have cap-
tions for easy identification.

As a facilitator, you should select activities and discus-
sion questions most suited to your audience, setting, cir-
cumstances, and time available. You may find that some
activities are more appropriate for newer council mem-
bers, or you may decide that your group could benefit from
viewing and participating in the entire series.

You will have to determine the best method for pre-
senting the package. You should plan for about one week’s
time between teaching the first two lessons to allow time
for thought and work by the entire council. Take into con-
sideration the amount of time available and the level of
need. Then read through the lessons and organize them
according to those factors.

The six options that follow the two lessons are designed
for viewing by specific committees within your council but
may also be shown to the entire council, if desired. Each
option should take one session each—approximately a
two-hour period.
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Suggestions for Successful
Teaching and Facilitation

The time frame for using this teaching package
depends on the situation for your particular group. What-
ever time frame you use, plan to do the following things in
advance:

1. Study your video equipment, the videotape, and this
leader guide before you begin teaching.

2. Plan your time together. Prepare a schedule for your-
self and for the group. Allot time as you think it is needed.

3. Prepare in advance all materials you will need:

• VCR and monitor.
• Flip chart (prepared for each session).
• Enough handouts for each participant.
• Pencils and paper.

4. Arrange the seating so each participant can see the
monitor.

5. Be sure all equipment is working properly.

6. Be sensitive to the participants’ need for breaks, re-
freshments, and comfort.

Leading the Group
In order to meet the objectives of the in-service and

use the group’s time wisely, the facilitator must determine
the agenda for each session. It is up to you to:

1. Keep the group on the discussion topic.

2. Help the group reach a conclusion concerning each
topic.

3. Keep the group on schedule. This may mean arranging
for further discussion of a particular topic at a later time
or making assignments for obtaining information.

Outline for In-Service
The first section of the workshop package, “A Success-

ful 4-H Council,” consists of two lessons, each designed
to be covered in a two-hour session. It deals with the struc-
ture of the ideal 4-H county council. The entire council
should participate in these two lessons. After the council
completes this study, the members choose the additional
training sessions(s) they need based on the committee(s)
to which they are assigned.

Lesson One—Basic Council Structure

Scene 1: Introduction to County 4-H Councils

Scene 2: Getting the “Right” Group Together

Scene 3: Creating a Plan of Action

Lesson Two—Using a Committee System

Scene 1: Managing the Meeting

Scene 2: New Business

Scene 3: Charge to the Committees

The remaining lessons are specific to the various com-
mittees of the council. They are designed to encourage
council members to discuss issues that are relative to the
particular committee. For maximum effectiveness, the
audience should be limited to groups of 12 to 15.

Optional Lesson—The Executive Committee

Scene 1: Developing an Agenda

Scene 2: Choosing Committees & Committee
Assignments

Scene 3: The Special Called Committee

Optional Lesson—The Budget Committee

Scene 1: Developing a Budget

Scene 2: Getting the Books in Order

Scene 3: Preparing a Recommendation for the
Entire Council

Optional Lesson—The Expansion & Review Committee

Scene 1: Getting the Whole Picture

Scene 2: Finding a Cure

Scene 3: Just Try Asking

Optional Lesson—The Public Relations Committee

Scene 1: Public Relations: The Total County Picture

Scene 2: Developing a Public Relations Calendar

Scene 3: Making a Good Impression

Optional Lesson—The Activity Committees

Scene 1: The Planning Stages

Scene 2: Evaluating the Activity

Optional Lesson—The Youth Protection/Risk
Management Committee

(No video. A PowerPoint presentation is available at the
state 4-H Web site.)
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Participants will deal briefly with an
introduction to the 4-H council system
and how it relates to other Extension and
4-H organizations. They will learn the
role and functions of 4-H councils and
the importance of representative mem-
bership and setting goals. They will also
learn some simple techniques for con-
ducting the council meeting in an effi-
cient and businesslike manner.

This first video scene serves as an
introduction to the training series. The
cast you will be meeting are all mem-
bers of an imaginary Kenton County
4-H Council. We are joining them at
the conclusion of a successful council
meeting.

(Time—3:36)

1. What was the mood of the group at
the conclusion of this county 4-H
council meeting? Why?

2. What is the role of each of the indi-
viduals on this 4-H council?

3. What seems to be the role of the Ex-
tension 4-H agent?

4. What do you think the function of a
county 4-H advisory council should be?

Go through each box on this chart,
leading the group to identify some of the
people who fill the roles in your state,
area, and county. (If you don’t know who
serves in these roles in your locale, ask
your Extension office for some help.)

Distribute the second handout; dis-
cuss briefly. Handouts 1 and 2 are im-
portant in helping the group learn how
a council functions—not only as a
county group, but as a working unit of a
district, state, and national network—
and how they fit into a rather complex
organization.

Next, familiarize the group with the
federal level Extension goals and objec-
tives by going over each goal of this
handout. Help the group relate these
goals to the county 4-H program.

What specific projects can they tie to
each goal? (The county 4-H council has
the responsibility of making sure that the
goals of the council, 4-H agent, and fed-
eral Cooperative Extension Service
match. While the 4-H program can as-
sist with many situations in a county, it
is somewhat limited to helping in areas
that fall within the jurisdiction of the over-
all Extension goals and functions. The
county 4-H council is responsible for
determining the situations that are ap-
propriate for 4-H assistance or program-
ming.)

Use this handout to start group dis-
cussion on the functions of a 4-H coun-
cil. Ask various members to read aloud
the functions; then discuss as a group
how well participants think their council
is working within them.

Ask the 4-H agent to discuss the plan
of work that he or she must develop ev-
ery four years. How does this plan of
work fit into the overall Extension ser-
vice goals, your county needs, and the
functions of your county 4-H council?
(Ask the agent in advance to prepare a
presentation.)

Now, ask the group to prepare two
lists: (1) a list of what the staff can rea-
sonably expect of council volunteers and
(2) what council volunteers can reason-
ably expect of the staff. Next, list these
expectations on the flip chart.

Session One

Basic Council Structure

View
Scene 1

Questions for
Group

Discussion

Handout 1

The Land Grant
University &

the Cooperative
Extension

Service

Handout 2

The United
States Depart-
ment of
Agriculture &
the Cooperative
Extension
Service

Suggestion for
introducing

Scene 1:
“Introduction to

County 4-H
Councils”

Handout 3

Extension
Service Goals
& Function

Handout 4

The Functions
of County 4-H
Councils
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Compare your group’s list on the flip
chart with the handout. Do the two lists
match? Why or why not?

Now that we have discussed the
structures and functions of county 4-H
councils, we are going to take a look at
where the Kenton County 4-H Council
got started. Scene 2 shows the council
struggling with how to address a com-
munity problem.

(Time—2:59)

1. What do you see happening in this
scene?

2. How do each of the council members
on the video feel at the end of the
scene?

3. What are some of the problems this
council is experiencing? (Too few
members; lack of representative
membership; lack of ideas on how to
address community problems; over-
worked members; no agenda for
meeting; lack of even a simple form
of parliamentary procedure; frus-
trated agent.)

4. What could the council do to begin
to address some of the problems?

5. How have we been addressing simi-
lar situations in our council?

Have your group break up into
smaller groups of three or four persons
each to come up with a list of answers
to the questions above.

After the groups have had some time
to discuss each of the questions, write
some of their answers on a blank page

of the flip chart and discuss as a large
group. This exercise, plus viewing the
next scene, should prepare the group
for analyzing its own membership.

Scene 3 shows Patrick, the 4-H
agent, and Mark, the council president,
meeting in the Extension office follow-
ing the council meeting shown in the
previous scene. These two discuss the
problems the present council has in ac-
complishing anything and reasons for
the situation in which the council finds
itself. They also begin to develop a plan
of action for getting more council mem-
bers to participate and new members
to represent other groups within the
county.

(Time—4:28)

1. What are some of the problems that
Patrick and Mark identify? (For ex-
ample: council members overworked
with too many responsibilities; lack of
knowledge among current members
about some problem areas within the
county; lack of broad-based county
representation on the council.)

2. What is their initial plan of action for
revitalizing the council? (For example:
contacting present but inactive coun-
cil members; consideration of other
county groups to include in council
representation; contacting the State
4-H Office for help and suggestions.)

3. Do the preliminary steps that Patrick
and Mark agree to take seem rea-
sonable? Why or why not?

4. Can you identify with council mem-
bers who have too many responsi-
bilities and eventually have problems
with burnout? How?

Handout 5

What Staff &
Council

Volunteers Can
Reasonably

Expect of Each
Other

Suggestion for
Introducing

Scene 2:
“Getting the

‘Right’ Group
Together”

View Scene 2

Questions for
Group

Discussion

Suggestion for
Introducing
Scene 3:
“Creating a Plan
of Action”

View Scene 3

Questions for
Group
Discussion
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5. What are the advantages of having
as many different groups in the
county as possible represented on
the 4-H council? (For example: wide
range of input and problem identifi-
cation; broader overall knowledge
base; legitimate actions of county 4-
H program; greater available re-
sources in the county.)

6. What does our council need to be
doing to improve our recruitment
methods? (This discussion gives
your council a chance to analyze its
own membership and determine ar-
eas of need.)

Have each participant fill out the
chart. Then have one person compile
the charts into one. Ask the group to find
any “holes” in the categories. Why are
the categories of age, sex, race, affilia-
tion, resource development, and com-
mittee preference/expertise important?
What is the advantage of the broad-
based leadership that this analysis sug-
gests? Why?

If this analysis has pointed out a lack
of representation on your council, now
is the time to discuss methods of recruit-
ing more members to represent the
missing areas.

The first step in recruitment is for
current council members to brainstorm
about selected persons in the county
whom they feel would be willing to un-
dertake service on the 4-H council.
These persons should fit into one or
more of the available categories on the
council membership analysis.

The next step is to put together a re-
cruitment plan based on knowledge of
the “candidate” and to select the most
effective persons to persuade the can-
didate to undertake council service. In
a meeting with the candidate, the recruit-
ing council member and the county 4-H
agent should make the following points.
(Prepare a flip chart using parts of the
following outline to assist the council in
developing a recruitment plan. Discuss
these items as a group.)

Suggestions for
Recruitment Plan
1. Conduct a needs assessment to de-

termine the greatest membership
needs of the 4-H Council.

2. Develop or adapt a 4-H Council mem-
ber position description.

3. Identify potential candidates.

4. Estimate the time requirements of
council membership.

Active council participation—three to
six hours monthly for council meet-
ings, committee meetings, fund rais-
ing, meetings with county Extension
staff, and telephone calls.

Leadership responsibilities—an ad-
ditional two to four hours monthly for
serving as council officer, committee
chairperson, campaign chairperson,
representing council at other organi-
zation functions, etc.

5. Approach potential candidates. Ex-
plain the county 4-H program mem-
bership requirements of the 4-H
Council.

The recruiter and 4-H agent explain
the 4-H program in the county using
statistics, brochures, slides, video-
tapes, films, flip charts, and personal
experience.

6. Explain the roles and functions of
council volunteer and the 4-H agent.

The recruiter discusses functions and
roles of each with the candidate.

The candidate is informed of the
council committees in general and
specifically the one for which he or
she is being recruited.

7. Explain the steps in formalizing mem-
bership.

The candidate is asked to go through
the application and screening pro-
cesses and orientation before offi-
cially having his or her name placed
for election. This is intended to pre-
vent the candidate from dropping out
or becoming nonfunctional later.

Handout 6

The Council
Membership

Process &
Composition

Analysis
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Concluding
Session One

8. After a member is elected, the follow-
ing letters are sent:

• A letter from the chair of the
council informing the candidate
of selection.

• A letter of welcome from the
county 4-H agent.

• A letter from the chair of the com-
mittee on which the candidate
will serve containing a welcome
to the council and selected
committee, explanation of the
committee, explanation of the
committee’s responsibilities, min-
utes of the past several commit-
tee and council meetings, and a
request for an appointment to get
acquainted and for orientation to
the committee (followed by a
phone call).

9. Publicity releases should go to:

• new council member’s home
community newspaper.

• local radio station.
• appropriate county officials.

Remember, all of the above points
should be covered in a meeting of the
candidate, the recruiting council mem-
ber, and the Extension 4-H agent.

In closing this first session, review
with the group the items that have been
discussed, including:

1. Structure of the Cooperative
Extension Service and the 4-H pro-
gram.

2. Function of the county 4-H advisory
council.

3. Representative membership and its
advantages.
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Basic Council Structure

Handout 1

The Land Grant �
University & the State

Cooperative Extension Service

State 
Legislators

Land 
Grant

 Universities

Governor and 
Executive 

Departments   

President

Administrative Head for 
Agriculture (Dean, Vice President,

 Deputy Chancellor, etc.)

Associate Director
of Extension

(Assistant Dean, etc.)

A
ss

is
ta

n
t

D
ir

ec
to

rs Agriculture/
Natural

Resources

Family and
Consumer
Sciences

4-H/Youth
Development

Community
Resource

Development

State 4-H
Foundation

Extension 4-H
Agents

State 4-H
Council

State 4-H
Teen Council

Director of Extension
(Associate Dean, etc.)
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Basic Council Structure

Handout 2

United States Department of 
Agriculture & the Cooperative 

Extension Service
Secretary of 
Agriculture

Assistant Secretary 
of Agriculture

for Families, 4-H,
Food and Nutrition

Administrator,
Cooperative

Extension Service

Agriculture/
Natural

Resources

Family and
Consumer
Sciences

4-H/Youth
Development

Community
and Rural

Development

Program 
Development and

Management
Systems

Deputy
Administrator,
4-H and Youth
Development

Assistant
Deputy

Administrator

Program 
Leaders (7)
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Basic Council Structure

Handout 3

Extension Service
Goals & Functions
1. Develop efficient agricultural, forest, and range land produc-

tion systems.

2. Support the conservation and wise use of natural and re-
newable resources.

3. Enhance the processing, marketing, and distribution of high-
quality food and fiber products.

4. Strengthen the family and home through the attainment
of knowledge, human skills, and technology needed to cre-
ate a satisfying quality of life within available resources.

5. Assist youth in acquiring knowledge, developing life skills,
and forming attitudes that will enable them to become self-
directing, productive, and contributing members of society.

6. Strengthen the capacity of state and local governments to
deal with public issues and problems.

7. Cooperate with agencies and institutions of federal, state,
and local government and the private sector in developing
and conducting educational programs.

8. Cooperate and work with national and international institu-
tions throughout the world in using the Cooperative Exten-
sion System’s concept of education.



12

Basic Council Structure

Handout 4

The Functions of
County 4-H Councils

The following functions may appropriately be included in the work
of all county 4-H advisory councils:

1. Assume major responsibility for the development of a total county
4-H program based on the needs of youth and the county situa-
tion.

2. Assume responsibility for carrying out the planned program.

3. Evaluate the total county 4-H program on a continuing basis.

4. Raise and manage funds to underwrite the planned program.

5. Sponsor county recognition for 4-H members and volunteers.

6. Publicize objectives and philosophy of 4-H work; serve in an
advocacy role when necessary.

7. Assume major responsibility for recruiting, educating, and de-
veloping 4-H members and volunteers.

8. Recommend policy for the county 4-H program when not deter-
mined by district, state, or national regulations.

9. Represent the interest of the county 4-H program at other meet-
ings or events.

10. Assume active leadership in the organization of new 4-H clubs
and the establishment of new projects.

11. Assist in arranging for the county’s full participation in all events
and activities outside the county.

12. Assume responsibility of informing other leaders about decisions
made at council meetings.

13. Confer and cooperate with the county Extension staff.

14. Develop and maintain a vigorous active membership that be-
lieves the major responsibility for developing and delivering the
county 4-H program rests with the council and not the Extension
staff.
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Basic Council Structure

Handout 5

What Staff & Council
Volunteers Can Reasonably

Expect of Each Other
What Staff Can Reasonably Expect of
Council Volunteers
1. Fulfillment of commitments within agreed-upon deadlines.

2. Leadership rather than “followership” (initiation rather than response).

3. Organizational knowledge and ability.

4. Support in controversial situations.

5. Sensitivity to staff’s organizational problems.

6. Easy access by phone or visitation.

7. Loyalty and confidentiality.

What Council Volunteers Can Reasonably
Expect of Staff
1. Attention to details of meetings, conferences, etc.

2. Wise use of time.

3. Prompt response to requests for information.

4. Adequate preparation for meetings in which board volunteers must
play a leadership role.

5. Meeting of agreed-upon deadlines, with notification if deadlines can-
not be met.

6. Complete, concise, and accurate information.

7. Candor in individual and organizational relationships.

8. Prompt return of phone calls.

Materials by Bill Conrad, Center for Creative Management
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The Council Membership Process
& Council Composition Analysis
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Session Two

Using a
Committee System

Your 4-H council has now analyzed
its composition and membership needs
and has explored several different ways
to recruit more members. The second
lesson of the in-service leads into a dis-
cussion of a basic form of parliamen-
tary procedure and some simple
meeting techniques that make a coun-
cil meeting run more smoothly and ef-
fectively. This session introduces the
importance of a functioning committee
system and shows an example of giv-
ing a clear directive or charge to a com-
mittee.

In preparation for viewing Scene 1,
ask the group to discuss some of the
consequences (both good and bad) of
recruiting new people to serve on the
council.

Scene 1 shows the council meeting
after new members have been recruited
but before the council has been reorga-
nized. The expanded council attempts
to address several different program
needs and problem areas.

(Time—5:01)

1. Identify (on a board or flip chart) as
many different problems as you can
with this council meeting.

2. Brainstorm possible solutions for
each of the identified problems.

3. List all positive aspects about this
council meeting.

In your own words, guide the group
to the following conclusions.

There are many problems with this
somewhat exaggerated example of a
disorganized council meeting. An impor-
tant point made in this scene is that just
getting additional members on the coun-
cil is in itself not a solution to more ef-
fective council activity.

There are positive aspects of this
group, such as the large number of well-
intentioned, enthusiastic people who are
willing to help. However, one of the
quickest ways to quell enthusiasm and
willingness is disorganization. In addi-
tion, there must be defined tasks to take
advantage of a group that is ready to
work.

Lead the group not only to define the
problems of this council but to discuss
solutions to the problems they identify.
Such solutions include making arrange-
ments for a meeting room, working by
an executive committee to plan an
agenda, using parliamentary procedure,
controlling the meeting and discussion
by the president, and planning con-
ducted by appropriate members (an
executive committee) before the coun-
cil meeting.

Consider details that would make a
meeting more pleasant; e.g., refresh-
ments or a pot-luck meal, starting and
ending on time, adequate lighting, and
comfortable temperature.

Suggestion for
Introducing

Scene 1:
“Managing the

Meeting”

View Scene 1

Group
Discussion
Questions



17

Use this handout if you feel that the
group is in need of instruction on parlia-
mentary procedure techniques. This can
be a reading assignment, or you can
prepare a brief lecture and practice ses-
sion for the group based on the infor-
mation in the activity sheet.

Different room arrangements cause
different things to happen in a meeting.
In Scene 4, we noted how uncomfort-
able all of the members looked. This
handout shows some examples of com-
fortable room arrangements. Providing
participation with enough room and a
place to write are important factors in
planning effective council and commit-
tee meetings.

In this scene, the Kenton County
4-H Council has made a lot of progress
and, after a special recruiting effort by
members and officers, has met its mem-
bership needs. They are using a very
simple form of parliamentary procedure
and they have more time to discuss not
only their 4-H program needs but also
how 4-H fits into the community. How-
ever, they still need to work on an orga-
nized way of getting specific tasks done
by committees, as shown in this scene.

(Time—5:01)

1. What do you see happening in this
meeting?

2. What do you see as the next possible
steps for the council?

3. What things happened in this scene
which indicated the need for the for-
mation of a committee? (Have the fol-
lowing points on a flip chart.)

Committees are called:

• When a decision needs to be
made, there are multiple alterna-
tives, and it is unclear what steps
to take next.

• To accomplish a task that re-
quires more than one person.

• When an item under consider-
ation is complicated enough to
need further study and planning.

4. At what point should the council have
considered appointing a committee?
(At this point in your in-service work-
shop, it should be obvious to the
group that the committee structure is
the best way to accomplish the goals
of all the members. But now, how do
they determine which committees
they need?)

This handout describes the basic
committees that a council needs to carry
out its normal business. Individual coun-
cils may have need of other committees
for special projects or functions. Use this
handout to explain each committee’s
function. Compare these committees to
those currently existing in your council.

Explain that a committee must know
its functions in order to effectively carry
out its charge. It is very important that a
new committee be given a clear under-
standing of its expectations so that the
members will know what their job is and
when it is satisfactorily completed.

In this scene, you will see that the
Kenton County 4-H Council has made
a great deal of progress. Here they are
shown appointing a committee chair-
person and giving a charge to the
committee.

(Time—3:12)

Handout 1

Simple Parlia-
mentary

Procedure

Handout 2

Physical
Arrangements

for Effective
Meetings

Suggestion for
Introducing

Scene 2: “New
Business”

View Scene 2

Questions for
Group

Discussion

Handout 3

Basic County
4-H Council
Committees &
Their Functions

Suggestion for
Introducing
Scene 3:
“Charge to the
Committee”

View Scene 3
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1. Describe the relationship between
Mark and Wendy in this scene.

2. How does Mark ask Wendy to chair
the committee? (It is important to
note that Mark does not ask Wendy
for her decision on the spot; instead
he gives her some time to think about
it.)

3. How does the 4-H agent function in
this meeting?

4. How does your 4-H council appoint
committees? Give a charge to a com-
mittee?

Questions for
Group

Discussion

Point out that on videotape, a 4-H
council can make great strides and im-
provements very quickly—perhaps
more quickly than a real-life 4-H coun-
cil. Discuss the things that your council
can do to improve its functions and the
quality of the county 4-H program. Now
is the time for you to guide the group in
setting some goals and time frames for
accomplishing them. Spend the remain-
ing time during this session talking about
the strengths and weaknesses that your
group has discussed relating to their
council’s performance. Use the flip chart
to write down the council’s goals for
developing the strengths and eliminat-
ing the weakness during this coming
year.

Concluding
Session Two
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Using a Committee System

Handout 1

Simple Parliamentary Procedure
A 4-H council meeting should be run in an efficient, orderly

manner. As a member of an organized group you need to know
the basic principles of parliamentary procedure in order to share
in carrying on business of the group. Following is a list of meet-
ing activities that you should be adept at doing:
1. Call a meeting to order.
2. Ask for the minutes to be read and either approved or cor-

rected.
3. Get the floor.
4. Make a motion.
5. Use common subsidiary motions.

• Amend a motion.
• Refer to committee.
• Table.

6. Use common incidental motions.
• Adjourn.
• Reconsider.
• Rescind.

7. Give a committee report.

To Call the Meeting to Order
The presiding officer (also called the “chair”) stands and

taps on the table twice with the gavel to get the group’s atten-
tion. The officer says, “The meeting will come to order.”

Reading and Approving Minutes
The presiding officer says, “The secretary will read the min-

utes of the last meeting.” After the reading of the minutes ask,
“Are there any corrections?” The officer pauses, then contin-
ues, “If not, the minutes stand approved as read.” (Tap the gavel
once.)

Every member of an organization is responsible for seeing
that its records are correct. If anything has been omitted from
the minutes or is not accurately reported, the member who
notices it should call attention to it and suggest a correction
during the pause before the presiding officer announces that
the minutes are approved. If there are no objections to the cor-
rections, the secretary makes the changes. When there is a
difference of opinion as to what should have been said, the
chair will entertain a motion to amend the minutes.

When this has been handled, the presiding officer says, “Are
there any further corrections? If not, the minutes stand approved
as corrected.” (Tap the gavel once.)

To Get the Floor
When you wish to make or discuss a motion, ask a question

or give information related to the subject under discussion, and
rise and address the chair by saying, “Madam” or “Mr. Presi-
dent” or by other special title, if appropriate. Never try to obtain
the floor when someone else is speaking unless the speaker
is out of order or there is an emergency.

In small informal groups you need not rise to address the
chair.

If members are not well acquainted, the speaker should give
a name and some identifying remark so that the chair, the sec-
retary, and other members will know who is speaking. The cor-
rect form is “Mr. (or Madam) President, Richard Roe of Pleasant

Hills 4-H Club.” The chair then repeats the name. This recogni-
tion gives permission to speak.

Eight Steps in Making and Carrying a Motion
1.  The member addresses the chair.
2.  The chair recognizes the member.
3. The member makes the motion.

After obtaining the floor the member says, “I move that
__________________.” Motions should be made in the affir-
mative to avoid the confusion that comes from a negative vote
on a negative motion. For instance, an example of a correctly
stated motion is: “I move that the club give a picnic.” An ex-
ample of an incorrectly stated motion is: “I move that the club
does not give a picnic.” In the latter case those voting for the
motion would be voting against the picnic and those voting
“no” would be voting for it.

The proper form is “I move that______________________;”
not, “I make a motion that...” or “I move you...” Making a motion
is equivalent to saying, “I propose that” or “I think we should do
so and so.” It is assumed that you are in favor of the motion you
make so you are not allowed to speak against it. However, since
discussion may change your mind, you may vote against the
motion you made.
4. The motion is seconded.

All ordinary motions must be seconded. This is to prove that
at least two persons want the subject to be discussed. Ordi-
narily, motions should be seconded promptly. It is not neces-
sary to be recognized by the chair. In small groups you do not
rise or address the chair, but say simply, “I second the motion.”
In large meetings it is proper to rise and say, “Mr. (or Madam)
President, I second the motion.”

If there is no second, the chair may say, “Is there a sec-
ond?”—not, “Do I hear a second?” or, “Will someone second
the motion?” If no one else thinks the subject should be dis-
cussed and there is no second, the chair says, “The motion
cannot be considered” or “The motion is lost for lack of a second.”
5. The chair states the motion.

When the motion has been seconded, the chair restates it;
that is, repeats the motion clearly so that everyone will under-
stand exactly what is proposed.
6. The chair calls for discussion.

This step should never be omitted. The members should
have an opportunity to express opinions or to ask questions
that may make the motion clear.
7. The chair “calls for a note on” the motion.

When all members who wish to do so have spoken or when
the chair thinks that all sides of the question have been dis-
cussed, he or she may say, “Are you ready for the question?” If
no one speaks, the chair “calls for a note on” the motion. Both
affirmative and negative votes must be taken. The chair says,
“All in favor of the motion, which is _________________, say
aye.” After the “aye” vote, the chair says “All opposed say no.” If
it is not clear on which side the majority voted, the chair may
call for a vote by the raising of hands or standing.
8. The chair announces the result.

After the vote is taken, the chair must announce the result.
The usual form is, “The ayes have it, and the motion is carried.
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We will ________________”—or, “The nos have it, and the
motion is lost. We will not __________________.”

Subsidiary Motions
Sometimes in order to dispose of a main motion, it is nec-

essary to make a subsidiary or secondary motion. These mo-
tions must be voted on before the main motion can be discussed
further. The most common motions of this class are to amend,
to refer to a committee, and to table.

To Amend . A motion may be amended in four ways: (1) by
striking out, (2) by adding, (3) by striking out and adding, and
(4) by substitution. For instance, a member may move that the
council sponsor a volunteer recognition dinner for all volun-
teers who have served a year or longer, to be held on August
15, at the County Extension Center. Someone else may say, “I
move to amend the motion striking out and inserting ‘one.’” Dis-
cuss only the amendment until it is acted on. If it carries, the
chair says, “The ayes have it, and the amendment is carried.
The motion now is that the council give a recognition dinner for
all volunteers who have served one year or longer, to be held
on August 15 at the County Extension Center.”

An amendment may be amended once and only once. Some-
one may have moved that the council cooperate with the high-
way department by making a memorial planting for the
astronauts who died in the “Challenger” explosion. Someone
else may move to amend by adding the phrase “of seven trees”
after the planting. This amendment may be amended by in-
serting “Kentucky Coffee” before trees. While this amendment
is pending, discuss only the kind of trees to be planted. When
that has been settled, the number of trees may be determined.
Then the chair will state the amended motion.

To Refer to a Committee . Sometimes a motion is made
that has the general approval of the group but needs to be
studied more carefully than it can be in an open meeting, or
perhaps more information is needed before a final decision
can be made. In such cases, someone should move that the
question be referred to a committee. If the business is related
to the activities of any standing committee, it should be turned
over to that committee. For instance, the motion to plan a suit-
able meeting to celebrate the tenth anniversary of the organi-
zation of the council might be referred to the program committee.

If a special committee is to be appointed, the motion should
state how many members it should have and how it should be
appointed; for example, “I move that the question be referred
to a committee of three to be appointed by the chair.”

To Table . Sometimes it seems wise to temporarily lay aside
some item of business that is before the group. The correct
form is, “I move that the question be laid on the table,” or sim-
ply, “I move to table the motion.” This motion must be seconded.
It may not be debated or amended. The chair must put the
motion to table as soon as it is seconded.

At any time during the session at which a question was tabled
or during the following session, the motion to take it from the
table may be made. This motion may be carried by a vote of
two-thirds plus one. That is, if 15 persons vote, ten to take from
the table and five against, the motion will be considered. This
is in accordance with the principle that a two-thirds vote is re-
quired to suspend rules or to limit the freedom of the minority.
If a motion is not taken from the table at the session following
the one at which it was tabled, it is considered killed.

Incidental Motions
Some motions are incidental to the business being trans-

acted. They are in order whenever they are needed. The ones
most commonly used are to adjourn and to reconsider or re-
scind an action previously taken.

To Adjourn . The correct form is, “I move to adjourn,” or “I
move that we adjourn.” The motion is seconded and voted on
but is not discussed. It is discourteous to begin talking or to
rise until the chair has declared the meeting adjourned. The
usual form is, “The motion carried, and the meeting is ad-
journed.”

If the standing rules state the time for adjournment, the chair
may stand and say, “The hour for adjournment has arrived. The
meeting is adjourned.”

To Reconsider . A member who votes on the prevailing side
and then thinks that an action has been taken too hastily may
move to reconsider. This motion can be made only in the ses-
sion at which the original motion was made or on the next day.
Since councils do not meet on two consecutive days, the mo-
tion is most useful in conventions.

To Rescind . Any action taken by an organization may be
rescinded at any time provided nothing has been done about it
that cannot be undone. If a bill has been paid or a contract
made or if the person involved in the action has been informed
of it, the motion cannot be rescinded. The motion to rescind
requires a two-thirds vote.

Committee Reports
Committee reports should give council members an under-

standing of the subject dealt with and the action that is de-
sired. The reports consist of the material that has been agreed
on by the committee. They may be either oral or written. Writ-
ten reports always should be signed by the chair and by all
members of the committee, if practical. The chair of the com-
mittee presents the report. A copy should be given to the sec-
retary of the council.

The information given in a report determines the way the
report will be presented. If it contains information and recom-
mendations as to action to be taken on the subject, the chair
should move the adoption of the recommendations. These re-
ports should be written. The members of the committee know
about the recommendations and should stand behind their re-
port. The council should give thoughtful consideration to the
report. It may adopt, reject, or amend the recommendations or
refer them back to the committee for further study. Each rec-
ommendation may be adopted separately.

If the subject is extremely important or involves another or-
ganization or individual outside the council, the committee may
recommend resolutions to carry its suggestions into effect. The
resolutions are written at the end of the report. The chair of the
committee should move for their adoption.

Members of the council who vote for the adoption of the
recommendations or resolutions should realize that they are
obligating themselves to carry them out.

Committees present summaries of their accomplishments
as progress reports and as annual reports. It is not necessary
that a motion be made to accept these reports. Reports giving
a number of accomplishments should be written.

A committee that has been asked to collect information on
a subject may present its findings with or without a motion as
to action to be taken. The council may refer the matter to the
committee a second time and ask it to recommend what should
be done.

An example of a committee report form is found on page 34.
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Handout 2

Physical Arrangements for
Effective 4-H Council Meetings

Paying attention to physical arrangements can make the
difference between a productive meeting and a meeting that
members dread attending. Think about implementing the fol-
lowing tips for making meetings pleasant. Use these tips as a
checklist when planning your council meetings.

1. Is there adequate space for each member to work?

2. Is the seating arrangement conducive to discussion?
(Tables might be arranged in a U shape, in a circle, or in
groups. There could be a podium for speakers but no
speakers’ table. Volunteers and guests should be part of
the whole group.)

3. Is the temperature comfortable?

4. Is lighting adequate?

5. Is the room clean and free of clutter and distractions?

6.  Is there adequate ventilation?

7. Is the meeting place accessible to everyone? Is there
parking space and adequate rest room facilities? Are
there facilities for any disabled persons who may be in
your group?

8. Are needed materials on hand: pencils, paper, audiovi-
sual equipment, extension cords, handouts, etc.?

9. If a meal is to be served, has adequate preparation been
made to clear the tables swiftly and quietly?

10. Are soft drinks, water, or coffee available?

11. Is the meeting room free from distracting noises such as
furnaces or air conditioners, nearby meetings, elevators,
etc.?

12. Is the room arranged so that latecomers can come in
and be seated in the rear of the room?

13. Is the meeting being held on the regularly scheduled
date? If not, have adequate notices been sent out far
enough in advance? (Meeting times should seldom be
rescheduled. Changes are disruptive to the council and
to individual members.)



22

Using a Committee System

 Handout 3

Basic County 4-H Council
Committees and Their Functions

Executive Committee
Composed of all of the elected officers and the immediate past

president, with the county Extension agent serving as ex officio
member, the executive committee has the following functions:

• To perform the essential council activities that must be
acted upon between meetings of the membership.

• To formulate and recommend programs and activities to
the members of the council for their consideration and
approval.

• To identify and help formulate other committees neces-
sary to further the purposes and functions of the council.

• To carry on such other business as may be delegated to
it by the council membership.

• To formulate the agenda and have it printed for the meet-
ings.

• To serve as liaison with other groups and to the total Ex-
tension council.

• To serve as a planning group.

The Budget Committee
The budget is a statement of the financial condition of the com-

ing year based on information gathered from all other commit-
tees. It provides guidelines for the short-term future. The budget
committee develops the budget in keeping with the purpose, phi-
losophy, and long-term goals of the organization, sets appropri-
ate objectives, and identifies steps to achieve them.

Since the budget establishes future expectations largely on
past performance and present resources, it is provisional in
nature. Unexpected circumstances such as changes in donors
or expenses may affect the budget. This means that the bud-
get must be flexible enough to reflect change without losing
effectiveness in dealing with controllable events.

Specific functions of a budget committee on the county level
are:

• To report the financial condition and financial results of
the operations of the county council.

• To prepare a balance sheet.
• To prepare a regular statement of financial activities.
• To prepare a statement of changes in fund balances of

the council.
• To prepare a statement of financial activities.
• To determine who should conduct an audit and execute it

annually.

The Expansion and Review Committee
The 4-H program has thrived over the years because it has

adapted programs and projects to keep pace with the changes
that come about with time. This committee helps to see that
the council keeps pace with these changes. This committee
has the following functions:

• To develop a method for staying abreast of changes in
the interests and needs of youth in the county.

• To develop a plan to involve as many youths and adults
as possible in the county 4-H program.

• To develop a plan to involve all segments of the commu-
nity in the 4-H program, giving every opportunity possible
to youths and adults of both sexes and all ages, races,
incomes, and physical abilities.

• To keep all members of the council aware of the changes
that need to be made in the 4-H program as shown by the
results of the above functions; to assist in carrying out
the actions necessary to facilitate these changes.

The Public Relations or Marketing Committee
The functions of this committee are:
• To inform the public about 4-H through various media.
• To develop community support for the 4-H program.
• To get more youth and adults involved in the 4-H program.
• To ultimately increase membership in 4-H.
• To assist all other committees on the council with their

public relations needs.

The Activity Committees
The activity committees can have many functions. In this

training series, the term “activity committee” refers to any com-
mittee formed specifically to plan and execute events such as:

• Fairs.
• Animal shows.
• Demonstrations and speeches.
• Project workshops.
• Teen conferences.
• 4-H camp.
These committees are generally responsible for all details

of the event—from obtaining judges and awards to writing thank-
you letters and evaluating the event. The committees work
closely with the Extension staff and often share some of the
responsibilities with the staff, but the primary responsibility for
the particular activity rests with the committee.

Youth Protection/Risk Management Committee
The YP/RM committee is responsible for screening and se-

lecting the youth and adult volunteers serving the county’s
Extension program. The committee should consist of five or
more people, representing 4-H, Agriculture, and Family and
Consumer Sciences with representatives from law enforcement,
education, clergy, and social services. For more information,
see the state 4-H Web site.

Recognition Committee
The recognition committee is responsible for facilitating the

awards and recognition process for youth and adults. This in-
cludes promoting awards and recognition opportunities, col-
lecting award applications, selecting winners, and coordinating
recognition events.
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Participants in this session should be
members of a county 4-H council ex-
ecutive committee or other interested
council members. This lesson shows
participants the functions of the execu-
tive committee and demonstrates an ef-
fective executive committee meeting. It
also introduces an agenda-planning
process and shows a special function
of the executive committee.

This scene shows a Fayette County
4-H council executive committee in the
process of developing an agenda for the
next 4-H council meeting. They are us-
ing a tool we will be discussing after
viewing the scene.

(Time—7:51)

1. Why does Judy dread the June coun-
cil meeting?

2. Why does Tom feel that it is impor-
tant to set time limits on the commit-
tee reports?

3. How does the planning guide which
Beth introduces, help committee mem-
bers prepare for their next meeting?

4. From the agenda that you have seen
this group plan, what part of their next
council meeting is going to take most
of the meeting time? Why?

5. What does this committee plan to do
to prevent any of the committee re-
ports from going on too long?

Give each participant a copy of this
planning guide. Have the group plan the
agenda for their next council meeting
using this handout as a guide. Spend
no more than 30 minutes on this activity.
If necessary, the group may have to com-
plete the agenda at another meeting.

After 30 minutes on this exercise, dis-
cuss with the group their suggestions
for altering the planning guide to fit your
county situation.

Scene 2 demonstrates another very
important function of the executive com-
mittee: making committee assignments.
This scene begins with a meeting al-
ready in progress.

(Time—4:45)

1. How does the committee in this video
scene select persons to serve as
committee chairs? (They know that,
according to their constitution, the
chairs must be council members.
They already know the areas of in-
terest or expertise of each council
member. One point not made on the
video is that the council membership
analysis asks each council member
to indicate interests or areas of ex-
pertise. These should be considered
in making assignments.)

2. What are the standing committees of
the 4-H council on the video? (The
budget committee, the expansion and
review committee, and the public re-
lations committee.) What are the
standing committees of your council?

Optional Session

Executive Committee

Suggestion for
Introducing

Scene 1:
“Developing an

Agenda”

View Scene 1

Questions for
Group

Discussion

Handout 1

The Agenda
Planning
Guide

Suggestion for
Introducing
Scene 2:
“Choosing
Committees and
Committee
Assignments”

View Scene 2

Questions for
Group
Discussion
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Subject
Item

Number Who Reports
Material Given in

Advance

Executive Committee

Handout 1

Agenda Planning Guide
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Material Needed
at Meetings

Special Equipment
Needed

Difficult Situation/
Who to Help Solve It

Time
Required

Materials by Bill Conrad, Center for Creative Management
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3. What other committees are currently
functioning in your county 4-H coun-
cil? Will any new ones be appointed
this year? If so, what are they?

4. What could be an advantage to us-
ing noncouncil members as commit-
tee members?

Give each participant a copy of this
handout and let them work as a group
to fill out at least one of the committee
appointment blocks. After they have se-
lected a specific committee they want
to work with, have them discuss the best
qualified and most interested council
member to serve as the chair. Then have
them make suggestions for members
(both council and noncouncil members)
of that committee. Spend no more than
20 minutes on this exercise.

Next, ask the group to discuss the
best way to ask the persons they have
selected as committee chairs and mem-
bers to serve. For example:

1. When recruiting the committee chair,
don’t ask for an immediate answer.
Explain what the job will entail, pro-
vide a written description of the com-
mittee charge, if available, and allow
the person some time to think about
it before giving an answer.

2. Let both committee chairs and mem-
bers know why the executive com-
mittee selected them to serve.

3. Be honest about the work load of the
committee.

In this scene, the Fayette County
4-H council executive committee is get-
ting together on very short notice to take
care of some business that is too ur-
gent to wait for a meeting of the entire
council. Let’s see how they handle busi-
ness in a special called meeting.

(Time—5:15)

1. Why was a special called meeting
necessary?

2. Why did Tom make the decision to
attend the meeting, even though he
had other plans for the evening? (Dis-
cuss the matter of commitment to the
success of the council.)

3. Do you think that this committee will
accomplish its goal of being ready to
open the concession stand before the
fair begins? Why? (Commitment to the
cause, interest on the part of this com-
mittee and other interested groups,
such as the teen club and the fair
board, the incentive of making some
extra money for the council, and the
enthusiasm for the project.)

4. Although Conrad does not seem sup-
portive of the idea, why does he
change his mind and vote in favor of
getting the concession stand ready?

5. What are some reasons that your
executive committee has held special
called meetings? If you have never had
a special called meeting, what are
some reasons you can think of that
might necessitate such a meeting?

In closing this optional session, re-
view with the group the following func-
tions of an executive committee (you
may want to list these on a chalk board
or a flip chart):

1. To perform the essential council ac-
tivities that must be acted upon be-
tween meetings of the membership.

2. To formulate and recommend pro-
grams and activities to the members
of the council for their consideration
and approval.

3. To identify and help formulate other
committees necessary to further the
purposes and functions of the council.

4. To carry on such other business as
may be delegated by the council
membership.

5. To plan the agenda and have it
printed for the meetings.

Discuss with the group their opinions
of how well they function as an execu-
tive committee. What changes do they
recommend for their committee to make
it a more efficient, effective one that
serves the entire council well?

Handout 2

County 4-H
Council

Committee
Appointments

Suggestion for
Introducing

Scene 3: “The
Special Called

Meeting”

View Scene 3

Questions for
Group
Discussion

Concluding
This Optional
Session



27

Executive Committee

Handout 2

County 4-H
Council Committee

Appointments

A form such as the one below may be used to keep a record of the annual committee appointments. This
form should be completed and duplicated for all members. Permanent copies may be kept as part of the official
records by the secretary.

Committee 20 20 20

Budget Chair:

Members:

Expansion & Review Chair:

Members:

Public Relations Chair:

Members:

Constitution Chair:

Members:

Talk Meet Chair:

Members:
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This optional session targets mem-
bers of the 4-H council budget commit-
tee, the council president, and the 4-H
agent but could also be helpful to other
interested members. This lesson will
help the budget committee develop a
budget based on program priorities set
by the entire council. At the conclusion
of the lesson, participants should feel
more comfortable with the techniques
of budgeting, handling cash receipts and
disbursements, and preparing a budget
report for the entire council.

The budget committee members in
this scene have been given the job of
developing a budget for the new 4-H
year. In the past, the budget committee
of this council has always used the pre-
vious year’s budget, revised a few fig-
ures, and submitted the revised budget
as their report. Let’s take a look at what
this committee decides to do with their
assignment.

(Time—5:53)

1. What was the basis for this budget
committee’s recommendations? (The
program priorities that were set by the
entire 4-H council; they did not base
their decisions solely on the preced-
ing year’s budget.)

2. What other methods could they have
used? (One possible answer: each
of the committees could have turned
in an individual budget to the budget
committee to be compiled into one
report.)

Optional Session

Budget Committee

Suggestion for
Introducing

Scene 1:
“Developing a

Budget”

View Scene 1

Questions for
Group

Discussion

3. What method does your budget com-
mittee use in developing a budget?

4. Does your council have a list of pro-
gram priorities or objectives on which
your committee can base budget de-
cisions? If not, do you think that such
a list would help your committee in
developing a budget?

5. After the committee on the video de-
velops its budget, what do they in-
tend to do with it? (They are going to
present it to the entire council as a
recommendation subject to ap-
proval.)

6. What is the best time of year to de-
velop an annual budget? Why?

7. Discuss the following position de-
scription for a county 4-H council
budget committee:

The budget committee’s responsibil-
ity is to develop an annual budget based
on program needs of the entire council’s
4-H program. The budget should reflect
program priorities set by the council and
should be based upon realistic assess-
ment of income and expenses. It is im-
perative that this committee work closely
with the treasurer of the council.

Give each participant a copy of this
sample budget. Explain that their
council’s budget could be more compli-
cated or simpler than this one. Each pro-
gram area listed could be broken down
into separate expenses, but that is not
really necessary. Have copies of some
budgets from recent years from your
county. Do those budgets reflect pro-
gram priorities?

Point out that although it is important
to have sufficient income to match the
expenditures, it is also important not to
underestimate the council’s income-pro-
ducing capabilities. If expenditures ex-
ceed the estimated income, discuss the
possibility of additional activities to
increase income. Often, councils are
more enthusiastic and adept about rais-
ing money for a particular project or

Handout 1

Sample
County 4-H
Council
Budget
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activity than for either saving or raising
money for no particular purpose.

After discussing the previous ques-
tions for no more than 40 minutes, move
on to Scene 2.

There are many ways to handle cash
receipts and disbursements. This scene
shows a budget committee discussing
its methods and establishing policies for
examining and auditing its financial
records.

(Time—9:00)

1. Why does Ruth show some reluc-
tance in accepting the possibility of
using different methods of handling
money?

2. What does John do for a living, and
why is he visiting with the Foster
County 4-H council budget committee?

3. When Ruth asks John about an au-
dit, what is his recommendation?

At this time, go over the objectives
listed on the handout and ask all par-
ticipants to answer the questions. This
exercise should take about 20 to 30 min-
utes. When most of the participants have
answered the questions, discuss each
briefly. Although not all of the questions
may apply to the way your committee
or your budget is organized, most of
them are common-sense procedures
that could prevent mishandling of funds
and could make the management of
your money much easier. How does
your committee “score”?

Now that we have discussed budget-
ing based on program priorities, prepar-
ing a county budget, and handling cash,
we’re going to view the same commit-
tee as they prepare a recommendation
to present at the next council meeting.

(Time—3:45)

1. What is included in this committee’s
report? (The balance or budget sheet
and a completed committee report
form that includes their recommen-
dation to conduct some type of fund-
raising activity to meet their estimated
expenditures.)

2. Who do you think is responsible for
fund raising for the Foster County
4-H Council? (Newly appointed fund-
raising committee and all members
of the council; not necessarily a part
of the budget committee’s responsibili-
ties although they may be involved.)

3. How is fund raising handled by your
4-H council? Who is responsible for
raising money? Are you satisfied with
the amount of money your council
has to work with? Could you use
more? (The recommendations of the
budget committee should indicate the
need for continued or increased
money-making projects.)

4. Why should no one on the council be
surprised by the Foster County bud-
get committee’s budget recommen-
dation? (Each member of the budget
committee has talked to other coun-
cil members to get their ideas, and
they based their budget decision on
program priorities already discussed
and approved by the entire council.)

5. Who has final responsibility to ap-
prove the budget? (The entire coun-
cil must approve the budget
submitted by the budget committee.)

Give each participant a copy of this
form. It can be used by any committee
on the council to make a report to the
entire council. The secretary of the
council also needs copies to complete
the minutes of each meeting. These

Suggestion for
Introducing

Scene 2:
“Getting the

Books in
Order”

View Scene 2

Questions for
Group

Discussion

Handout 2

Recommenda-
tions for

Handling Cash
Disbursements

and Receipts

Suggestion for
Introducing

Scene 3:
“Preparing a

Recommenda-
tion for the

Entire Council”

View Scene 3

Questions for
Group
Discussion

Handout 3

Committee
Report Form
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completed report forms become perma-
nent records of each year’s council pro-
ceedings.

Spend the remaining time discuss-
ing the status of your budget commit-
tee, including the following items:

1. Developing more effective cash-han-
dling procedures.

2. Developing a budget based on pro-
gram priorities.

3. Keeping the council informed on
matters related to budget.

Concluding
This Optional
Lesson

Discuss with the group their opinion
of how well they function as a budget
committee. What changes do they rec-
ommend to make them a more efficient,
effective committee that serves the en-
tire council well? How do they intend to
make those changes?
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Budget Committee

Handout 1

Sample County 4-H
Council Budget

Estimated Income
Program book advertising sales .............................................................................. $5,350.00
Carry-over from previous year ................................................................................... 1,850.00
Light bulb sales ......................................................................................................... 1,600.00
Fair concessions ....................................................................................................... 3,500.00
Donors (cash) ............................................................................................................ 2,500.00
Interest on savings account ............................................................................................ 50.00
Miscellaneous camp registrations ........................................................................... 15,000.00

$30,000.00

Estimated Expenditures
Camp expenses .....................................................................................................  18,000.00
Program book printing ............................................................................................... 2,500.00
Poster contest .............................................................................................................  250.00
Volunteer recognition banquet ................................................................................... 1,000.00
Meals and travel expense for area council representatives .......................................... 500.00
Dues to area council ...................................................................................................... 50.00
Speech program-banquet and awards ......................................................................... 750.00
Talent show .................................................................................................................. 100.00
Talent transportation to fair ........................................................................................... 100.00
Demonstration camp fee

($10 scholarship awards) ........................................................................................... 70.00
Southern Region 4-H Volunteer Forum (two delegates) ............................................... 400.00
Supplies for council picnic .............................................................................................. 50.00
Issues Conference

(maximum of $75 per member) ................................................................................ 450.00
Delegates to Kentucky 4-H Senior Conference ............................................................ 350.00
State Fashion Revue delegate ....................................................................................... 50.00
4-H Week promotion ..................................................................................................... 250.00
Area achievement banquet ........................................................................................... 250.00
Kentucky Volunteer Forum sponsor ........................................................................... 1,000.00
Miscellaneous (postage, officer pins, etc.) ................................................................... 250.00
Fair concession supplies ........................................................................................... 1,700.00
Concession supplies .................................................................................................... 850.00
Light bulb purchases .................................................................................................... 800.00

$29,720.00
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Budget Committee

Handout 2

Recommended Procedures
Regarding Cash

Disbursements & Receipts
Objectives of Cash Disbursement
Procedures
1. To assure that disbursements are justified, are prop-

erly supported by evidence, and that value has been
received.

2. To assure that disbursements were made only with
proper authority.

3. To assure that the proper entries were made on the
pertinent accounting records.

Ideal Conditions
1. A receipt is to be given for all cash and checks re-

ceived. One copy is to be given to the contributor and
one copy kept on file.

2. Money received in the Extension office should be
turned over to the treasurer for deposit. A transmittal
sheet should be signed/initiated when money is trans-
ferred.

3. All disbursements (other than petty cash, if used) are
made by check.

4. No checks are made payable to cash.
5. Checks are not to be pre-signed (other information

left blank) and left at the Extension office.
6. Agents are not to have check signing authority.
7. All disbursements are properly substantiated. Trea-

surer should not pay for any goods or services with-
out a bill or receipt in his or her possession.

8. All such supporting documents are canceled in a man-
ner that assures they cannot be reused. Write on the
bill or receipt “paid” and the date and number of the
check used in payment.

9. Monthly bank reconciliations are made by someone
other than the person writing the checks or recording
disbursements.

10. Petty cash funds (if used) are maintained on a loan
basis with the same standard for documenting evi-
dence as for other disbursements.

Questions to Answer about Your Council’s
Checking Procedures
1. Are all cash disbursements, except those from petty

cash, made by check?
2. Are printed, prenumbered checks used and properly

controlled?
3. Are voided checks properly mutilated and held for in-

spection?
4. Is the signing of checks in advance prohibited?
5. Are checks presented for signature (or bills presented

for payment) accompanied by approved invoices and
evidence of receipt and acceptance of goods and ser-
vices?

6. Does the 4-H Council authorize all bank accounts and
check signers?

7. Do the signers of checks make adequate investiga-
tion before affixing their signatures?

8. Are the signers of checks required to be bonded?
9. Do procedures provide for immediate bank notifica-

tion when a check signer leaves the service of the
council?

10. Is the supply of blank checks adequately controlled?
11. Are checks prepared by a person other than the one

who authorizes the payment?
12. Is there a firm procedure establishing conditions un-

der which cash disbursements are made?
13. Are all paid invoices stamped or adequately marked

to prevent their reuse?
14. Are vouchers prepared for all expenditures?
15. Are bank accounts reconciled by a person who does

not sign checks or handle or record cash?
16. Are bank statements delivered unopened directly to

the reconciler?
17. Is the sequence of check numbers accounted for when

reconciling the bank accounts?
18. Are endorsements on canceled checks examined

carefully, incidental to the reconciliation of the bank
account?
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19. Are paid checks scrutinized for suspicious and irregu-
lar features?

20. Is there a large bank balance that is not needed in
the day-to-day working fund? Is it kept in a separate
account requiring the signature of an official to make
a withdrawal? Is a reasonable rate of interest being
received on the account? Is the account insured and/
or supported by sufficient collateral?

21. Is there adequate control over postage purchased and
used?

Petty Cash Procedures
1. Is the responsibility for the fund vested in one person

only and properly safeguarded?
2. Are petty cash vouchers prepared and signed by the

person receiving the cash?
3. Are the vouchers and attachments marked or stamped

to preclude their reuse?
4. Are advances made to employees and volunteers

properly controlled and approved?
5. Are petty cash funds restricted to expenditures of a

petty nature not exceeding a certain fixed amount?
6. Are there surprise audits of the fund?
7. Are reimbursements made payable to the fund custo-

dian, and are they deposited immediately?

Evaluation of Cash Disbursement
Procedures
Comment on your council’s cash disbursing procedures.
Are they good, bad, or mixed?

______________________________________________________________________________

______________________________________________________________________________

Objectives of Cash Receipts
1. To assure that all cash due to the 4-H council is actu-

ally received.
2. To assure that the proper entries have been made on

the pertinent accounting records.
3. To assure that all cash receipts were appropriately

deposited or otherwise adequately safeguarded.

Ideal Conditions
1. Cash-receiving activities are centralized in as few

hands as possible.
2. The receipt of cash can be proved by other records.
3. Persons receiving cash have no access to account-

ing records. Incoming money is controlled by persons
other than those having access to cash or the ac-
counting records.

4. The volunteer first receiving any money should docu-
ment the source and amount of money received.

5. All checks are made or endorsed payable to the 4-H
council.

6. The 4-H council’s banks have been instructed not to
cash unauthorized individuals checks made payable
to the 4-H council.

7. All cash receipts are deposited intact or otherwise
safeguarded until deposited.

Questions to Answer about Your Council’s
Cash Receipt Procedures
1. Are cash receipts recorded in a satisfactory manner

by the individual designated to receive cash?
2. Are printed prenumbered receipt forms used and prop-

erly accounted for?
3. Are the cash receipts listed by the person who re-

ceives the money?
4. Is such a list, if any, effectively used as a check against

deposits?
5. Is a restrictive endorsement placed on incoming

checks as soon as received?
6. Are all checks made or endorsed payable to the 4-H

council?
7. Are duplicate copies maintained of receipts given to

individuals who turn over cash?
9. Is responsibility for cash receipts fixed from the time

they are received until they are sent to the bank?
9. Are cash overages or shortages, if any, recorded on

the books?
10. Are cash receipts great enough to warrant that the

treasurer be bonded? If so, does the treasurer have
adequate coverage?

11. Are revenues adequately controlled in such a man-
ner that their nonreceipt would be noted and investi-
gated?

12. Are volunteers prohibited from using cash receipts to
make cash disbursements?

13. Are cash receipts normally deposited intact and with-
out delay?

14. Are adequate physical facilities provided for safeguard-
ing cash in the possession of individuals authorized
to handle cash?

15. Are safe combinations and keys to cash boxes or files
restricted to a minimum number of persons?

16. Are bank deposits certified by means of a duplicate
deposit slip or entry in a passbook?

17. Are checks returned by the bank for insufficient funds
controlled and a follow-up maintained?

Evaluation of Cash Receipt Procedures
Are your procedures for cash receipts good, bad, or
mixed?

Why?

___________________________________________

___________________________________________
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Budget Committee

Handout 3

Committee Report Form
Category of Report:

Special event or activity ___________________________________________________

General report or update __________________________________________________

Members Contributing:

__________________________________________ ___________________________________________

__________________________________________ ___________________________________________

__________________________________________ ___________________________________________

Short summary of methods used by the committee, what the committee did, facts uncovered, and information
obtained:

1. If the committee was appointed to investigate or study, provide a summary of the information gathered.
2. If the committee was appointed to take action, provide a short summary of the work accomplished.
3. If the committee was appointed to make recommendations, provide a statement of the recommendation

followed by the resolution or motion proposed to implement the recommendation. (If the resolutions or recom-
mendations are contained within the body of the report, summarize them at the end of the report.)

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Signatures of all committee members who agree with this report:

________________________________________ __________________________________________

________________________________________ __________________________________________

________________________________________ __________________________________________

________________________________________ __________________________________________

________________________________________ __________________________________________

________________________________________ __________________________________________
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This lesson will help the county ex-
pansion and review committee under-
stand its function as a standing
committee of the 4-H council. Partici-
pants will see the importance of ana-
lyzing its membership in light of the
makeup of the county population and
how to recruit volunteers from audi-
ences not currently being reached by
4-H.

This option is primarily for members
of the county expansion and review
committee, the council president, and the
county 4-H agent but would also be help-
ful to other interested council members.

In this scene we will be viewing a
county expansion and review commit-
tee at their first committee meeting. They
are trying to get an idea of what their
function is and are looking for ways to
get an accurate picture of their county
population.

(Time—7:00)

1. What is the first step that the com-
mittee decides to take in order to get
a picture of the county’s population?

2.  What is the main function of the com-
mittee?

3. Why does the committee seek mem-
bers of 4-H from all geographic parts
of the county and all different demo-
graphic segments of the population?

Optional Session

Expansion & Review
Committee

4. Where is the best place for your
county 4-H expansion and review
committee to start? How much has
your committee done in the past to
make sure that all population groups
are represented on your council and
in your 4-H program?

For this session, you will need to be
prepared in advance with the following
support materials:

1. Your county’s most current E.S. 237
form. (This is a statistical report of all
youth and volunteers in your county
who participate in 4-H. It is available
from your county Extension office.)

Distribute copies of this document to
the group. Give them 10 to 20 min-
utes to look over the report. Using a
flip chart or a chalk board, have one
member of the group list observa-
tions noted by the group, such as sur-
pr ising statistics about teen
involvement, school club programs,
camp programs, income group par-
ticipation, etc.

2. County population statistics. (Any
current population statistics giving
breakdowns by age, sex, race, in-
come, etc., especially for youths 9 to
19, will be helpful. These statistics
can be found in your public library,
your school system, or the rural so-
ciology department of your land-grant
university.)

Distribute the information you have
been able to find about your county
population. Compare the statistics in
this information to the E.S.237. Does
the group see any areas of the com-
munity (geographic, race, income,
disability, age) that are missing or
underrepresented in the 4-H pro-
gram? If you do not have enough in-
formation about your county
population, delegate several persons
on your committee to search the

Suggestion for
Introducing

Scene 1:
“Getting the

Whole Picture”

View Scene 1

Questions for
Group

Discussion
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library, the school system, or the
university.

After discussing these statistics for
20 to 30 minutes, move on to Scene 2.

This scene shows a subcommittee
of the expansion and review committee
as they are thinking of a way to involve
more low-income youth in the county 4-
H program. As you watch this scene,
think about how you, as a committee
member, would have handled this brain-
storming session.

(Time—5:04)

1. What groups are represented on this
subcommittee? (Adults and teens;
possibly high, middle and low in-
come.)

2. How did Cherry find out about her
day-camp idea?

3. How many members of your commit-
tee have attended 4-H volunteer
workshops or forums on a state, re-
gional, or national basis? How can
workshops on this level help mem-
bers of an expansion and review
committee? (New ideas from other
parts of the state and country can be
a refreshing change of pace for your
county.)

4. How may teens will be involved in this
project?

5. Who will approve this subcommittee’s
recommendation before it is imple-
mented? (The expansion and review
committee, then the 4-H council.)

6. From the areas of weakness you
noted in your own county 4-H popu-
lation, what steps could your commit-
tee begin to take to correct them?

Suggestion for
Introducing

Scene 2:
“Finding a

Cure”

View Scene 2

Questions
for Group

Discussion

After discussing the above questions
for another 20 to 30 minutes, move on
to Scene 3.

Have you ever tried to do something
that you weren’t sure was going to work?
In this scene, the chair of the expan-
sion and review committee is doing just
that. Let’s see if she is successful.

(Time—5:22)

1. How did Ann find Mrs. Arnold? How
else could she have gone about find-
ing new people to serve on her com-
mittee?

2. How did Ann approach Mrs. Arnold?

3. Why had Mrs. Arnold and her family
never been involved in 4-H?

4. What is Mrs. Arnold’s idea for getting
the children in her neighborhood in-
volved in 4-H? Do you think it will
work?

5. Why does Mrs. Arnold agree to serve
on the expansion and review commit-
tee?

After discussing these questions as
a group, analyze your own expansion
and review committee. Are there per-
sons who represent all of the facets of
the county? If not, help the group to
come up with a list of potential commit-
tee members who can help represent
the entire county. Keep in mind, how-
ever, that you don’t want the committee
to get too big to be practical; six to nine
members is plenty for this type of com-
mittee.

Spend the remaining time of this ses-
sion discussing the function that this
committee wants to perform for the
county 4-H program. If the expansion
and review committee hasn’t been func-
tioning well (or at all!) for several years,

Suggestion for
Introducing
Scene 3: “Just
Try Asking!”

View Scene 3

Concluding
This Optional
Session

Questions for
Group
Discussion
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you may have a big job ahead. If previ-
ous committees have done a good job,
then your job is to take a look at this
year’s trends and make sure that the
4-H program is making all reasonable
efforts to meet the needs of the entire
county. Future meetings of the commit-
tee should be planned at this time, and
each participant should be given an
assignment or a subcommittee to serve
on to accomplish:

1. Getting an accurate picture of the
county population.

2. Getting an accurate picture of the
4-H program.

3. Identifying segments of the popula-
tion and areas of the county that are
weak in 4-H participation.

4. Recommending programs and activi-
ties to reach these young people.



38

 This lesson shows participants the
functions of the public relations commit-
tee. It also provides an example of a
committee formulating an annual calen-
dar of activities to help in publicizing its
county 4-H program. Participants will
see both good and bad examples of
public relations and the role that all
council members perform in this effort.
They will then discuss their own
council’s public relations needs. The
option is primarily for members of the
public relations committee, but other
council members may find it to be very
helpful.

Many organizations tend to concen-
trate on the publicity side of public rela-
tions. They cannot understand why their
publicity looks great, but their public re-
lations are poor. In the scene we are
about to see, there are some examples
of public relations. Would any of these
be something that might happen in our
county?

(Time—5:40)

1. What does the conversation between
the county Extension office secretary
and Roberta Day have to do with
public relations?

2. What should you, as a public relations
committee, do if the Extension staff
needs help or training with public re-
lations?

Optional Session

Public Relations
Committee

Suggestion for
Introducing

Scene 1:
“Public

Relations: The
Total County

Picture”

View Scene 1

Questions for
Group

Discussion

3. Jessica Swartz is an active and valu-
able 4-H volunteer; however, in her
phone conversation with Mrs. Day,
she does not project a good image
of 4-H in the county. Why?

4. What is the image of 4-H in your
county?

5. What kind of public relations does
Jack project as he attempts to solicit
a donation for 4-H? What is he doing
wrong?

6. How can a public relations commit-
tee help in a fund-raising project like
the one Jack is working on?

7. The posters and flyers shown at the
end of this scene were easy to make
and certainly contained a message.
What kind of a message would they
send to the public about the county
4-H program? What about items such
as these in your county? What kind
of message are you sending to your
public?

After discussing these questions with
your group, pull out some examples of
brochures, flyers, bulletins, etc. that have
been used to publicize 4-H events or
activities in your county. Have the group
discuss their appearance. Does this
committee get involved in the creation
of these materials, or does the Exten-
sion office do it all?

Discuss the fact that the cost of all of
these materials, plus the cost of radio,
television, and newspaper publicity,
goes into the development of a budget
for this committee. Discuss the possi-
bility of having these items donated to
the program before preparing your bud-
get. (Don’t be afraid, however, to spend
a little money to publicize your program;
just be sure that it is spent in the most
effective way to reach the most people
with a positive message about 4-H.)
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Discuss some of the following things
before preparing a budget:

1. The need for printed materials and
radio/television/newspaper publicity
for the coming year.

2. The rates for media coverage (even
if usual coverage is free, you might
want to purchase something extra
special once a year).

3. Supplies not available from the Ex-
tension office that the council will
have to purchase.

4. Items from the National 4-H Supply
Catalog that can help promote 4-H.

Before your committee can formulate
an annual budget, it must have a firm
plan for the items above. The best way
to do that is to develop a public rela-
tions calendar, as demonstrated in the
next scene.

A starting point for all public relations
committees is to develop an annual cal-
endar of public relations and publicity
needs. In this scene, we will see a com-
mittee meeting where this is taking
place.

(Time—8:50)

1. What role does Will, the chair of the
public relations committee, play in the
development of the calendar?

2. What does the group think of Will’s
idea of a public relations workshop
for all of the council members? How
could this type of training session
help volunteers like Jack, whom you
saw in Scene 1 attempting to solicit
donations from the restaurant
manager?

3. How could your committee coordi-
nate a training session for the coun-
cil? Who could you get to help teach?
(Local radio, television, and newspa-
per professionals; county, area, and
state Extension personnel; members
of your own committee; consultants;
industry public relations persons.)

4. How is the public relations commit-
tee on the tape you saw going to di-
vide all of the work they have
discussed? How are they going to
involve more volunteers than the four
persons serving on the committee?

After discussing the above questions,
spend the next few minutes discussing
the development of a public relations
calendar for your own committee’s use.

This blank calendar can be used by
the county public relations committee to
develop an annual plan of committee
activities. Your group may want to modify
it to better fit your county’s needs.
Although there will not be enough time
in this training session to develop the
calendar, have the participants take a
look at it and set a time to have a work
session.

Although the persons shown in this
next scene are not necessarily mem-
bers of a county public relations com-
mittee, they are key individuals to your
committee. As we watch this volunteer
working with a local businessman, think
about how our committee can find the
right person to do this kind of job for our
county 4-H program.

(Time—6:00)

Suggestion for
Introducing

Scene 2:
“Developing a

Public
Relations
Calendar”

View Scene 2

Questions for
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Handout
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sion”

View Scene 3
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1. What did Lyn accomplish in this
scene? (A successful solicitation,
made donor feel good about the do-
nation, demonstrated personal belief
in worth of 4-H, educated donor, pro-
jected positive image of 4-H to busi-
ness community, etc.)

2. Discuss the following methods that
influenced Lyn’s solicitation tech-
nique:

• Got right to the point.
• Shared the fact that his own com-

pany supports the project.
• Suggested alternative ways to

contribute.
• Asked for a positive endorsement

of the CEO (Chief Executive Of-
ficer).

• Left quality materials with the
prospective donor to further ex-
plain the details of the project.

• Thanked the potential donor for
his time and was prepared to fol-
low up with a letter or a phone
call.

3. What does this scene have to do with
the functions of a public relations
committee?

4. Has your county identified persons
such as Lyn who can work with the
business sector of your community
to encourage support of 4-H? If so,
who are they? If not, how can your
public relations committee help to find
such persons?

Questions
for Group

Discussion

Concluding
this Optional
Session

5. Do you think that it is important for
businessmen or women such as Lyn
or Charlie to be 4-H club, project, or
activity leaders, working directly with
the youths? Can persons who do not
work directly with youths (or don’t feel
comfortable with that role) be helpful
to the 4-H program in your county?
How?

In this session, participants have
seen both good and bad examples of
publicity and public relations, and they
have seen a public relations committee
developing an annual calendar. Before
ending this session, participants should
have plans to:

1. Develop their own annual public re-
lations calendar.

2. Develop a public relations and pub-
licity budget.

3. Think about conducting a public re-
lations training session for members
of the council.

4. Make a list of persons in the commu-
nity who can help project a positive
image of 4-H through fund raising,
working with the business sector of
your community, or in other ways.

5. Involve other council members, lead-
ers, and parents in helping with pub-
lic relations and publicity for 4-H
projects and activities.
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Public Relations Committee

Handout

Annual 4-H Public Relations
Calendar

Month
Major County

 Activities
Planned 

Promotions

January

February

March

April

May

June

July

August

September

October

November

December
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This lesson is applicable to all com-
mittees having a specific activity or
project to accomplish. Some examples
of an activity committee include:

1. Talk Meet Committee.

2. Demonstrations Committee.

3. Variety Show Committee.

4. Animal Show Committee.

5. Fund-Raising Committee.

6. County Fair Committee.

7. Fashion Review Committee.

8. 4-H Camp Committee.

9. 4-H Breads Committee.

Although all of these committees
have different functions, they all have the
same type of role—to organize an event
completely and successfully. Remem-
bering all of the details that it takes to
run an activity successfully is not easy,
but there are several points made in this
lesson that can help. Agents and coun-
cil members not serving on a commit-
tee may also benefit.

The committee in this scene is plan-
ning the county 4-H talk meet. There are
many details in planning this type of
event; let’s see how well they do.

(Time—4:50)

1. How many persons are serving on
this committee? Does it seem to be
enough to get their work done prop-
erly?

Optional Session

Activity Committees

Suggestion for
Introducing

Scene 1:
“The Planning

Stages”

View Scene 1

Questions
for Group

Discussion

2. How many months ahead did they
start planning for the talk meet? How
far ahead do your committees start
planning?

3. Discuss the video committee’s sys-
tem of rotation. Why is it important to
have new and experienced persons
on activity committees such as this?

4. How does Howard, the chair of the
committee, delegate the detail work?

5. What change is the committee con-
sidering that stimulates discussion?
Have you ever served on a commit-
tee with members who are unwilling
to consider a change? What is the
best way to handle this situation?

6. Why is it important for the chair of the
committee to keep in touch with each
of the committee members?

7. Whose responsibility is it to report
back to the council about the plans
for the talk meet?

8. How is the committee planning to
evaluate the talk meet this year?
What is the difference in the evalua-
tion they did last year? Why?

After discussing the questions above
for about 30 minutes, distribute the fol-
lowing handout to the group for their dis-
cussion and use.

This handout is a very simple way to
record the actions that each person on
a committee is supposed to take and to
make sure that everyone on the com-
mittee understands his or her job. You
may want to revise it for your
committee’s use.

Handout

Committee
Task Sheet
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This scene shows the same commit-
tee meeting after their event has taken
place. They discuss several aspects of
the event and the response of the par-
ticipants and the parents to how the
event was organized and judged.

(Time—5:34)

1. What particular items did the com-
mittee discuss in relation to the talk
meet? Are these appropriate items
for discussion?

2. The committee conducts a verbal
evaluation of the event. What other
effective method could they have se-
lected? Would a written evaluation
prepared before the event for the par-
ticipants and judges have worked
better? Why or why not?

3. How soon after the talk meet is this
committee getting together to evalu-
ate the event? Why is timing impor-
tant?

4. Many 4-H events require the use of
judges. How did the committee
handle the situation in which some
of the participants were not pleased
with the results of the judging? How
do your committees handle similar
situations?

5. Why does Valerie feel more comfort-
able about planning next year’s talk
meet?

6. What are Howard’s responsibilities,
as committee chair, to “wrap up” the
talk meet for this year?

Discuss these questions for 30 min-
utes. Then have one of the participants,
with the help of others in the room, make
a list of all of the committees that fall
into the category of “activity” committee
on your council. (See introduction to this
session for a starting list; your council
may have fewer or more than those
listed.)

Now discuss as a group how each of
these committees is functioning, includ-
ing the following points for each com-
mittee:

1. Does this committee have a chair? If
yes, how long has this person served
in the position? If more than three
years, is it time to consider a change?

2. Are there at least three persons serv-
ing on the committee, with at least
one of them being a member of the
4-H council?

3. Within the past three years, has this
committee had an adequate repre-
sentation of all groups that the com-
mittee should be concerned with
(adults and teens, different racial and
geographical groups, and persons of
different income levels)?

4. Has the committee evaluated its as-
signed activity or event every year
and conducted an in-depth evalua-
tion (written responses from partici-
pants) within at least the past four
years?

5. Have any new council members been
asked to serve on this committee?

The answers to these questions
should determine the direction for orga-
nizing or reorganizing the activity com-
mittees on your council. Many times the
answer to problems with activity com-
mittees is to get new council members
involved and to keep a rotation system
going so that there are always new as
well as experienced members serving
on the committee.

Use remaining time discussing what
your council needs to do to establish or
continue a functioning, effective cluster
of activity committees.

View Scene 2

Questions
for Group

Discussion

Concluding
This Optional
Lesson

Suggestion for
Introducing

Scene 2:
“Evaluating the

Activity”
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Activity Committee

Handout

 Committee
Task Sheet

Event________________________  Date & Time___________   Location________________________

Tasks to Be Done
Person

Responsible Assisted By
Date to Be
Completed
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Optional Session

Youth Protection/Risk
Management Committee

It is strongly recommended that each
county 4-H council appoint a youth pro-
tection/risk management committee.
This is a standing committee and should
be composed of at least three to five
volunteers, plus the Extension agent.
The chair of the committee must also
be a member of the county 4-H council.
It is suggested that representatives from
Extension Homemakers and Master
Gardeners (if applicable) be included as
members of this committee.

The function of this committee is to
ensure that the Youth Protection/Risk
Management Standards have been ful-
filled. It is the responsibility of the Ex-
tension staff to provide new and
prospective volunteers with an applica-
tion and position description, obtain ref-
erence information, and submit the
individual’s name and social security
number to the Office of the Courts in
Frankfort, Kentucky, for a background
check. When these processes have
been completed, the file of each pro-
spective volunteer, containing the com-
pleted application, references, position
description, and background check, is
forwarded to the youth protection/risk
management committee for evaluation.
The committee’s role is to interview the
applicants, determine their suitability for
the volunteer role for which application

has been made, and determine whether
this applicant will be accepted as a vol-
unteer.

The recommendation of this commit-
tee is then presented to the 4-H council
for adoption.

This lesson is designed to acquaint
members of the YP/RM committee with
their duties and functions.

(For more Extension information about the
structure and function of this committee,
go to the state 4-H Web site and down-
load the PowerPoint Presentation.)

Begin with the title slide and by ask-
ing the following questions.

1. What is youth protection?

2. What is risk management?

3. How are youth protection and risk
management different?

4. Why should volunteers be screened?

5. What steps are involved in volunteer
screening?

(Show PowerPoint Presentation)

1. Why is it important to include repre-
sentatives for all CES programs on
the YP/RM Committee?

2. How can volunteer screening contrib-
ute to our county’s 4-H program?

Suggestions
for Introducing
the PowerPoint
Presentation

View PowerPoint
Presentation

Questions for
Group
Discussion

Committee
Responsibilities
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