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PREFACE

The purpose of this handbook is to set forth operating policies and procedures for the
University of Florida 4-H Youth Development Program (4-H). This document also sets out
certain standards and guidelines to be used to assure that 4-H is providing quality programs for
our youth. 4-H operates within policies, guidelines and procedures of the University of Florida
in general, and the Institute of Food and Agricultural Sciences, which encompasses both the
Agricultural Experiment Station and Cooperative Extension. As noted in this handbook, some
policies and procedures of the United State Department of Agriculture-Extension Service also

apply.

County 4-H policy is guided by the County 4-H Advisory Committee under the overall
County Extension Committee/Board. Legal authority for the 4-H program rests with the Director
of Cooperative Extension, University of Florida. No county 4-H policy may conflict with state 4-
H policy or federal requirements.

The handbook applies to all administrators, specialists, agents, para-professionals, other
support staff, advisory groups, volunteers, and youth associated with the 4-H Youth
Development Program.

Where noted, reference material and more detailed information will be included in
appendices or can be obtained from web sources identified. Applicable information may also
exist in other university or program handbooks, manuals or websites.
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INTRODUCTION

Welcome to the world of 4-H! 4-H is the nonformal educational youth development
program of the Florida Cooperative Extension Service. It combines the cooperative efforts of
youth, volunteer leaders, the University of Florida, Florida A& M University, and local and
federal governments. The 4-H program is the only nationwide youth education effort that is an
extension of a university system and it is the largest youth-serving organization in the country.

This 1999 Florida 4-H Program Handbook is an update and replacement of previous
editions. To avoid confusion about which is the most up-t0-date information, you may want to
destroy earlier versions of the 4-H Agent Handbook. The title “4-H Program Handbook” was
chosen deliberately to reflect the intended use of the materials contained in this handbook. The
4-H Program Handbook is intended as a resource and reference for any County Extension
faculty member who may have a question or need information about 4-H policies, guidelines or
procedures . Since it is a resource to the 4-H program, we have broadened the title to reflect its
intended use.

The materials contained in this handbook are not intended to provide everything one
needs to know to conduct a successful county 4-H program. These materials are intended to be
a ready reference for County Extension Faculty/Staff with 4-H responsibilities to aid in
understanding most aspects of how 4-H operates in Florida.

To facilitate understanding of some terms used throughout the handbook, the following
definitions are offered:

Policy: As we have used the term, a policy is non-negotiable, i.e. the final word on the
subject; in many instances carrying the force of law, either federal or State of Florida
statute.

Guideline: The dictionary definition “an indication or outline of policy or conduct”
indicates that a guideline allows some degree of flexibility, not found in a policy. Stated
another way, a guideline is the generally accepted (preferred) method of action.....
guidelines are not legal requirements.

Procedure: While policies and guidelines help us to understand what to do, procedures
are intended to help us understand how to do it; i.e. a particular way of doing something,
generally a series of steps followed in a regular order.

This handbook is intended to be a living document. The loose-leaf format will facilitate
updating individual sections and documents as the need arises. From time-to-time, you can
expect to receive materials to be inserted as either additions, or replacements for existing parts
of the handbook. There are many references to the 4-H website throughout the document with
the intent that the most current version of this handbook and others will be available at all times.
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The reference, and in some case the content, of the following Florida 4-H policy and
procedure documents have been integrated into this handbook.

¢ Florida 4-H Program Guidelines and Policies
¢ Guidelines for 4-H Programs for 5-7 Year Olds
¢ District and State Events Handbook
Florida Awards and Recognition Handbook
Volunteer Screening
Grievance Procedures for Florida 4-H Volunteers
Procedures for Dealing with Complaints Against 4-H Volunteers
Management Procedures for Out-of-County 4-H Participation
Youth Code of Conduct and Discipline Procedures
Youth/Adult Health Forms for Out-of-County Events
Acknowledgment of Risk and Assumption of Personal Responsibility for
Out-of-State Events.(Included)
Florida 4-H Camp Operating Guidelines
The 4-H Name and Use: Guidelines for Authorization (Included)
The Florida 4-H Resource Management Handbook (out-of -date and
replaced with this document)
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In the final version of this document a complete index with current documents will be
provided with a cross-reference to this 4-H Program Handbook.

We welcome your feedback at any time. As you encounter items that need clarification,
or an additional concern that needs to be addressed, please let us know, so we can make the
necessary changes.
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4-H in Florida

4-H
The Extension youth devel opment
education program of the
Cooperative Extension Service.

It is important that 4-H
agents understand the mission of the
organization and that they relate it to
the 4-H program and activitiesin
their county. Keeping focused on the
mission will help decide whether a
program or activity fits into the goals
and objectives of the county 4-H
program. The following vision,
mission, and values statements were
developed at the 4-H Administrative
Conference in November 1998.

Vision
Florida 4-H aspires to be the leading
youth development program that
creates positive change in youth,
families, and communities.

Mission
Florida 4-H creates supportive
environments for diverse youth and
adults to reach their fullest potential.

FLORIDA 4-H VALUES
-Hands-on learning
-Linkages with land-grant systems
-‘Fun
-Organization history and tradition
-Diversity in programs, participants

and delivery modes.
‘Volunteerism and volunteers
-People
‘Role of communities, families and
individuals
-Ability of individuals to make
decisions
Y outh
-Leadership development
-Balance between cooperative and
competitive
-Y outh-adult partnerships

FLORIDA 4-H PROGRAM HANDBOOK
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WHAT 1S 4-H?

4-H isthe nonforma educationd youth
development program of the University of Horida s
Ingtitute of Food and Agricultural Sciences (IFAS) and the
Florida Cooperative Extenson Service. It combinesthe
cooperative efforts of youth, volunteer leaders, the
Universty of FHorida, Florida A& M University, and loca
and federa governments. The
4-H program is the only nationwide youth education effort
that is an extenson of auniversty sysem and it isthe
largest youth-serving organization in the country.

The purpose of 4-H isto help youth become
productive members of society. By acquiring life kills,
youth learn about practica problemsthey will facein life.
Subject matter curricula hep youth understand
research-based educationa topics and learn how to think
about and solve problems.  In the broadest sense, 4-H is
a human development program designed to foster a sense
of confidence, afeding of accomplishment, and a
heightened level of competence.

What M akes 4-H Possible?

In FHorida, 4-H is part of the Forida Cooperative
Extension Service based at the land-grant universities. 4-
H istax supported. The combined efforts of the county,
state and federa governments support  4-H to provide
practical, educationally-researched based programs for
everyday living and development of life skills among youth.
Programs and activities are conducted through a
partnership of loca community volunteers and professiona
qeff.

4-H Reaches Around the World....

Although 4-H isflexible and should be adapted to
the needs and interests of individuals and the locdl
gtuation, it isaso anationd program. All 50 states, U.S.
Territories and more than 80 countries throughout the
world are actively involved in 4-H or 4-H-type
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organizations. When youth become
involved in 4-H, they have a
connection with their counterpartsin
al 3,150 counties across the nation.

What is4-H?

4-H isMorethan
you ever Imagined!

A “project” isa series of learning
experiences within an area of
interest. A wide range of 4-H
projects exist for Florida youth.

Projects are as varied as the
interests of the youth and the
resources of the adult leadership!

FLORIDA 4-H PROGRAM HANDBOOK
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How Does 4-H Reach Youth?

A young person may participate in the 4-H
program through one or more of the types of membership
or “ddivery methods’ provided at the county level. The
methods of reaching youth are:

Organized 4-H Clubs

School Enrichment Programs

Specid Interest Programs/Day Camps
School-age Child Care Programs
Resdentia 4-H Camps
Individua/Home Study

FHRHFEHHIHH

What Experiences Does 4-H Provide for
Youth?

4-H heps youth learn to live and make aliving
through individua and group experiences.

Project Experiences ... working individudly or in groups
youth select topics of interest in which they sudy, learn
and do things.

At the Club/Community Level...youth select or
“enroll” inadesired project receiving
supporting curriculum materials...such as
project and record books to complete.

At the County, District, State or National
Levels... Special Interest workshops and clinics,
speciality camps, and other educational events
are conducted to meet youth interests by
enhancing and expanding project learning
experiences.

Group Experiences... 4-H' ers participate in groups
through club meetings, classrooms groups, project group
mesetings, or organized events, which provide an
environment to learn leadership and group socid skills.

At the Club/Community Level...club meetings

WHAT IS 4-H?
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provide the youth
in4-H the
opportunity to
exercise and
practice leader ship
and group skills.

At the County, District,
State and National
Levels...4-H Youth
Leadership Councils offer
an extended way for youth
to learn and practice
leadership in a democratic
System.

What is4-H?
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4-H Eventg/Activities...specialized 4-H events are
designed and conducted to support the 4-Her at the locd,
county, didtrict, sate, and nationd levels. These may be
competitive or noncompetitive in nature.

At the Club/Community Level...local clubs

often plan and conduct their own events. Such
activities may include family/club picnics, fund-
raising events, or community service activities.

At the County, District, State and National
levels...County or State faculty dso plan and
conduct many specidized events to enhance and
support loca 4-Hers. The section on EVENTS
AND ACTIVITIES details these many 4-H
opportunities.

4-H Awards and Recognition Opportunities..4-H is
not complete without supporting the growth and
development of youth through recognizing and awarding
their achievements and accomplishments.

A system of recognition is incorporated into the
program at the club, county, state and national
levels. The Florida 4-H Awards and
Recognition Handbook provides these details.

What Arethe Advantages of Beingin 4-H?

4-H offersflexible programming to meet youth
needs by emphasizing skill building processes and effective
outcomes through quality curriculum that promotes positive
vaues, socid respongbility, and lifdong learning. Y oung
peoplein 4-H have an opportunity to:

develop asan individud;

learn lifelong skills related to each project;

make new friends through 4-H mestings, events,
and activities;

work with adult volunteer leeders;

develop pride asthey learn by doing;

deve op leadership skills, including the ability to
speak before a group;

and explore projects that can lead to future
careers.

o focfecde  oloole ol
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Guiding Principles of
4-H

4-H is:
Based in the community with
needs determined locally.

4-H is:

Operated by volunteers under the
guidance of Extension professionals
and staff.

FLORIDA 4-H PROGRAM HANDBOOK
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Community-based

Even though it isa state and nationd program, 4-

H remains based in the community. Extenson agents are
charged with understanding the needs of locd resdents
and implementing programs to meet those needs. In
addition to needs gathered at the community leve, 4-H
uses the university knowledge base and Cooperdtive
Extenson System network as a means of facilitating the
design, development, and delivery of experiential youth
education programs.

oo

4-H emphasizes “learning by doing” subject-
matter projects and activities, networking the
resources of Extenson, land-grant universities,
other universities, and youth-serving agencies.

4-H dructures the learning environment using
knowledge from the socid and behaviord sciences
and the humanities to promote the acquisition of
life kills

The mix of subject matter and educationa
methods in the presence of a democrétic
environment provides the vehicle for optima youth
devel opment to occur.

Volunteers

Volunteers are key to the successful delivery of 4-

H programsto youth. A necessary companion of the
youth development god is the development of volunteers
asindividuds and leadersin the 4-H program.

oo

&

Volunteers structure the group learning
experiences for youth.

Volunteers serve in avariety of capacitiesin
support of 4-H members, other volunteers, and
the 4-H program in generdl.

Extension professiondss teach volunteers to use
subject matter, educationd methods, and the
democratic process to achieve human
development objectives.
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Guiding Principles of
4-H

4-H is:
Coordinated and managed by the
professional staff of the University.

4-H is:

supported by the land-grant
univer sity resear ch base to meet
the need of local Horidacitizens.

Professional Association-

The National Association of
Extension 4-H Agents (NAE4-HA)
is the professional association for 4-
H professionals. It promotes,
strengthens, enhances, and
advocates the 4-H youth
development profession.

http://www.fourhcouncil .edu/naed4hal
naetop.htm

In Horida, the website addressis
www.ifasufl.edw ~fac4Hweb/
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Professional staff

Professond gaff work with youth and adult
volunteers to develop programs based on the specific
needs of each county. There are avariety of saffing
patternsin county Extenson offices. Each Extension agent
has some responsihility for youth work. Therole of the 4-
H agent isto help people do the following:

Organizing:

*%* become aware of 4-H

«%* examine ways they can benefit from 4-H

«%* know the ways of participating in 4-H

«%* examine ways of working with youth that
contribute to pogitive development

«$* seeways of using 4-H as apositive influencein
youth deve opment

«%* organize 4-H units through volunteers

«$* acquire access to resources

Teaching:
«%* plan, organize, conduct, and evauate 4-H
programs
«%* teach youth, parents, and other adults

Managing:
«%* manage program resources, including (1)
human-a volunteer system, (2) financid, and
(3) material-educational resources, equipment
and fadlities.
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Symbolsand
Traditions of 4-H

The emblem is a four-leaf clover
with an H in each leaf. Thelettersin
the emblem stand for Head, Heart,
Hands and Health—the foundations of
al 4-H programs. The 4-H clover,
pledge, motto and other symbols and
traditions have helped identify 4-H
for many years.

[ RN EY
(L NERCN o i

FLORIDA 4-H PROGRAM HANDBOOK
NOVEMBER 1999

4-H Emblem
The 4-H emblem is a green four-leafed clover with
awhite“H” on each dover leaf. The use of the name and
emblem givesindividua members a sense of belonging to
an organization that reaches beyond their immediate area

When 4-H symbols are used to publicize events or
represent activities as officid 4-H functions, their use must
conform to certain regulations. For regulations regarding
the use of 4-H colors, symbols, and emblem please see
the 4-H PROGRAMMING PoLICIES, GUIDELINES AND
PROCEDURES Section.

4-H Colors

The 4-H colors are the green and white of the 4-H
clover. Thewhite background of 4-H flags and banners
symbolize purity. The green of the 4-H emblem represents
nature’ s most common color and it represents youth, life,
and growth.

4-H Motto
To make the best better

The intent of the motto isto ingpire young people
to continue to learn and grow, to make their best efforts
better through participating in educationa experiences.
4-H Slogan
Learn by doing

The basic educationa philosophy of 4-H is
expressed in the dogan. The learn by doing emphasis

hel ps to ensure that projects are concrete learning
experienceswith a“red life’ focus.

WHAT IS 4-H?
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Symbolsand
Traditions of 4-H

4-H Pledge

The 4-H Pledge summarizes what
4-H isdl about. 4-H hasasitsgod
the four-fold development of youth:
Head, Heart, Hands, and Hedlth.

| pledge. ..
My HEAD to clearer
thinking,

My HEART to greater
loyalty,

My HANDSto larger
service,

My HEALTH to better
living, for my club, my
community, my country,
and my world.

The pledge was adopted by the
delegates to the 1927 National 4-H
Club Camp in Washington, DC.
State club leaders voted for and
adopted the pledge for universal use.
The phrase “and my world” was
added at alater date. The saying of
the pledge has prominent place in
4-H activities a regular 4-H
meetings, achievement days, and
other events.
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The 4-H Pledge

Members stand when saying the pledge. The
following actions accompany the recitation of the pledge:

Words Accompanying Actions

My head to Raiseright hand to forehead
clearer thinking

My heart to Move theright hand over heart
greater loyalty

My hands to Put arms a sde, extending
larger service forearms with palms outward
My health to Armsat sSde

better living ... (through completion of pledge)

The pledge symbolizes the am and desired results
of 4-H for each individua. 4-H engagesyouth indl
aspects of learning and development as a whole person.

HEAD-Cognitive development: learning to think
and make decisons, problem solving, understanding the
“why,” gaining new and valuable knowledge.

HEART- Emotiona and socia development:
devel oping acceptance, appreciation and welfare of
others, accepting responsibilities of citizenship, developing
vaues and attitudes by which to live, working with others.

HANDS - Skills development: ability to do, kill in
doing and the habit of learning new sKkills, improving skills
aready known, developing pride and respect for work.

HEALTH - Physica development: understanding
and gppreciating a growing and changing body; practicing
hedthful living, protecting your own wel-being and that of
others, making congructive use of leisuretime aswell as
mentad hedth.

Symbols and Traditions of 4-H
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4-H Creed

| bdievein 4-H club work for the
opportunity it gives meto
become auseful citizen.

| bedieve in thetraining of my
Head for the power it will give
me to think, plan, and reason.

| bedieve in thetraining of my
Heart for the noblenessiit will give
me to be kind, sympathetic, and
true.

| bedieve in the training of my
Hands for the ability it will give
me to be helpful, skillful, and
useful.

| bedieve in the training of my
Hedlth for the srength it will give
me to enjoy life, resst disease,
and work efficiently.

| believe in my country, my dete,
my community, and in my
respongbility for ther
development.

Indl thesethings | believe, and |
am willing to dedicate my efforts
to their fulfillment.
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History of 4-H

4-H is an organization grounded in
tradition but focused on the future.
From its beginnings in the early part
of the 20" century, 4-H has offered
learning experiences that have
enabled young people to develop

skills and become productive citizens.

Much has remained the same, but
there have been changes over the
years. Because 4-H is historicaly
focused on the needs of young
people, it has adapted and changed
as the needs of youth changed. 4-H
provides programming in cities and
suburbs as well asin rural areas and
to youth on farms. It encompasses a
wide range of projects to include the
interests of youth across the country.

FLORIDA 4-H PROGRAM HANDBOOK
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In 1902, A. B. Graham, an Ohio school
superintendent, organized a boys and girls club with a
home project based on corn. This became the first 4-H
club.

In the late 1800s the idea of 4-H was born when one-
acre corn contests were organized for boysin various
parts of the nation. Thefirst 4-H program that was
afiliated with a University as we know it today began in
Holmes County, Mississppi in 1907. A school
superintendent organized 120 boys in a corn contest
through sponsorship of the Missssippi State College of
Agriculture. From this first venture of youth and university,
the 4-H youth program has become an important part of
the nationwide land-grant university Extension program.

The first 4-H emblem was athree-leaf clover
introduced by O. H. Benson some time between 1907 and
1908. The clover was used on placards, posters, badges,
and canning labels. In 1908, pins with the clover emblem
were introduced. The H's signified Head, Heart, and
Hands. Benson cited the need for four H's rather than
three, suggesting that they stand for head, heart, hands,
and hustle. The present 4-H design was adopted when O.
B. Martin, who was directing club work in the South,
suggested that the 4-H's stand for Head, Heart, Hands,
and Hedth.

OtisHdll, gate 4-H leader in Kansas, wrote the origina
4-H pledge. When the Executive Committee of the
Land-Grant College Association requested R. A. Pearson,
president of lowa State College, and Dr. A. C. True of
the Federa Extension Service to write a pledge for 4-H,
they submitted the pledge substantialy written by Hall.

Horida s youth began enjoying nonforma educationa
activities provided in cooperation with the state's Land
Grant Universties as early as 1909. The first 4-H-type
programs were corn clubs for boysin Alachua, Baker,
and Marion Counties. Girls tomato clubs were started in
1912 in 11 counties.

WHAT IS 4-H?
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History of 4-H

4-H... became an official function
of USDA with the passage of the
Smith-Lever Act of 1914.

The Smith-Lever Act and subsequent
amendments state that " Cooperative
Agricultural Extension work shall
consist of the giving of instruction
and practical demonstrationsin
agriculture and home economics

and subjects relating thereto to
persons not attending or  resident

in said colleges in the several
communities..."

4-H...a common bond between
the ‘Noles, Gators and Rattlers!
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4-H Becomes An Act of Congress

In 1914 Congress passed the Smith-Lever Act,
edtablishing the Extenson Services of the Land-Grant
Colleges of the nation. Extenson and club work was thus
placed on afirm foundation nationaly. With the passage
of the Smith-Lever Act by Congressin 1914, dl
Cooperative Extension work, including boys and girls
clubs, became an officid function of the United States
Department of Agriculture directed through the land-grant
college system. The second Morrill Act of 1890
edtablished Extension at the black land-grant universties.
The act was amended and then consolidated in 1953.
Discussions on the floors of both houses of Congress on
May 21, 1953, clearly established that Cooperative
Extension was to continue conducting 4-H work.

History of Florida L eader ship

Leadership for the FHoorida 4-H program was found in
three mgjor academic ingditutions. Separate programs
were conducted for boys and girls aswell as black and
white youth. State 4-H Club agents were housed at the
University of Floridaand FHorida State Univeraty. In
addition, Didtrict Extension Agents working with 4-H
programs for black youth were housed at Florida A& M
Universty. Clubs met in the schools with agricultura
agents teaching agricultura projects to boys while girls met
with home economics agents to learn about projects
associated with the home and family.

The school club programs were supplemented with a
number of out-of-school events and activities. County and
regiond farsin Horida have along tradition of providing
opportunities for 4-Hers to publicly show their projects
and compete for awards. Agriculturd judging teams,
organized in most counties, participated in regiond, Sate,
and national contests. Camping has aso been akey
component in the Florida 4-H program, with Camp
Timpoochee in northwest Florida being one of the first 4-
H resdential campsin the country. Four additiona camps
located throughout the state provided very modest
accommodations for this very important summer program.

History of 4-H
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Each universty hosted a week-
long summer leadership and project
competitions event. The leadership
programs included dection of sate
4-H officers for both the girls and
boys components of the programs.
With the leadership of nationa 4-H
pecidists at USDA and the support
of the Nationd 4-H Service
Committee and Nationa 4-H
Foundation, Florida 4-Hers
participated in a number of nationd
eventsincluding Nationd 4-H
Congress, National 4-H
Conference, and Citizenship Short
Course. When the Nationd 4-H
Center in Chevy Chase, MD was
established in the late 1940s, Florida
4-Hers raised about $50,000
through the sdle of chocolate candy
bars.

Mgor changesin the
organizationa structure supporting
the Florida 4-H program occurred in
1963 when E.T.Y ork provided
leadership for the establishment of
the Indtitute of Food and Agriculturd
Sciences (IFAS). Bascdly, thisis
the time that the Florida 4-H
program was integrated, that is,
programs for boys and girls as well
as black and white youth were
brought together into asingle
program. Many changes were made
rapidly a thistimeinduding the
program’s primary delivery method.
To dedl with the new Federd
regulations regarding integration, the
school clubs were abandoned and
replaced with volunteer-led
community or project clubs. The
Florida4-H Foundation, Inc. was
aso founded during this period to
bring private resource devel opment

FLORIDA 4-H PROGRAM HANDBOOK
NOVEMBER 1999

activities together from both Universities including support
for operations of the camp.

Leadership for the Florida4-H program aso changed
in 1963. The date 4-H agents from the University of
Florida and Forida State University were brought together
in anew academic unit named the Department of 4-H and
Other Y outh Programs. County and state faculty dike had
to learn many new skills with the introduction of volunteers
into the program’s ddlivery dtrategy. It isinteresting to note
that between 1964 and 1981, the number of 4-H
volunteers had grown to about 4,000 adults. The
involvement of youth in teen leadership roleswas very
dow to develop in the Florida program. Another change at
this time was the establishment of one State 4-H Council
composed of both boys and girls.

WHAT IS 4-H?
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History of 4-H
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During the 1970s, anumber of new programs and new
delivery methods were added, again including the public
schools in school enrichment programming. The Forida 4-H
Legidature, amock youth legidature conducted in
Tdlahassee in the State Capitol, was added during this
period. Greater focus was a0 given to making the 4-H
program more bleto dl youth regardless of racid,
economic, or rural/urban status. The 4-H Expanded Food
and Nuitrition Education Program became one of the key
delivery methods for inner-city youth.

During the 1980s, consderable attention was given to
development of the 4-H volunteer system that grew to nearly
20,000 adults and youth. Fund raising during the 1980s
focused primarily on support for development of the 4-H
camp fadllities. Private funds were indrumenta in making
mgor improvementsin three of the four camps.

The*90s Bring Another Decade of Change and Growth
Strategic planning for Florida4-H in 1991-92 was the
first in adecade of change. More than 1,500 youth and adults

from across the state plus representatives from county and
sate faculty, the Foundation Board, and cooperating
agencies and organizations were involved. The plan served as
aguide in program planning and organizationa development
activities. Smultaneoudy, the program began experiencing
budget congtraints, and changes in the 4-H began at both
date and nationd levels. Reductions and changesin staff
occurred continualy in the 1990s including the merger of the
Florida4-H Faculty into a new Department of Family, Y outh
and Community Sciences and cregting the exigting unit asthe
Florida4-H Y outh Development Office. A 4-H Program
Review took place following this organizationd shift in 1998
to review and refocusthe future directions. Despite this
decade of change, the program has continued to grow and
now serves more than a quarter million FHorida youth.

Aswe gpproach the 21t century, changing trendsin the
state's demographics, economy, and resources will
continualy chalenge 4-H. Although resources are scarce,
4-H is atempting to serve amore diverse audience.

Personnd are continudly examining and redesigning programs
and projects to meet the needs of an ever-changing society.
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History of 4-H

National Council documents:
http://www.4h-usa.org

A clover isborn, 4-H website
http://mww.4h-usa.org/4h/4h histor

y.htm
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Resources and Historical Readingsin 4-H

Cooper, J. F. (Ed.). (1976). Dimensionsin history:
Recounting Florida Cooperative Extension Service
progress, 1909-76. Gainesville, FL: Alpha Ddta Chapter,
Epslon SgmaPhi

Erickson, T. A. (1956). My sixty years with rural youth.
Minnegpolis, MN: Universty of Minnesota Press.

McCormick, V. E., & McCormick, R. W. (1984). A. B.
Graham: Country schoolmaster and Extension pioneer.
Worthington, OH: Cottonwood Publications.

Rasmussen, W. (1989). Taking the university to the
people: Seventy-five years of Cooperative Extension.
Ames. lowa State University Press.

Reck, F. M. (1951). The 4-H story: A history of 4-H club
work. Ames, 1A: lowa State University Press.

Reeder, R. L. (1979). The people and the profession:
Selected memories of veteran Extension workers. Epslon
SgmaPhi.

Wess, T., & Wessdl, M. (1982). 4-H: An American idea
1900-1980. Chevy Chase, MD: Nationa 4-H Council.

Van Horn, B. E., Flanagan, C. A., & Thomson, J. S. (1998).
Thefirg fifty years of the 4-H program (Part 1). Journal of
Extension, 36(6). Available:

http://www.joe.org/joe/ 1998december/comm?2.html

Strategic Plan
http://Amww.4h-usa.org/4h plan.htm

Florida 4-H Program Review Syllabus. University of
Florida Extension, 1998.
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How 4-H is
Organized

Section Contents:

The Organizational Structure

4-H Personnel Roles and Responsibilities

Appendices:

A: Directory of 4-H Faculty and Staff
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The Organization
and Structure of 4-H

4-H In the Land-Grant
System and
Cooperative Extension
Service

To truly understand the organization
in which you are working and the 4-
H program, it is necessary to
understand 4-H’ s place in
Cooperative Extenson and the total
land grant system.

Land-Grant Triad

Teaching

Research Extension

Extensions Three-way Partner ship

Federal

State County

FLORIDA 4-H PROGRAM HANDBOOK
NOVEMBER 1999

TheLand-Grant System

The land-grant system established three
interdependent components in carrying out its mission.
The land-grant system triad, diagramed on the | eft,
consists of teaching, research, and extension education.
The passage of thefirst Morrill Act of 1862 provided
for the establishment of the land-grant college system.
The second Morrill Act of 1890 established an
additional 17 land-grant collegesto provide equal
educational experiences for black students. [what about
tribal colleges 1994].The need for continuing research
was recognized by the new colleges and in 1887 the
Hatch Act provided for the development of an
experiment station in each state. Cooperative
Extension forms the third component of the land-grant
system.

Cooper ative Extension Service

The Cooperative Extension Service (CES) was
established by the passage of the Smith-Lever Act of
1914 to provide educational programs to peoplein
settings beyond the university campus. It was
established with the goal to transmit land-university
and USDA -generated knowledge and experiencesto
rural people.

According to New Directions for the
Cooperative Extension System, the Cooperative
Extension System helps people improve their lives
through an educational process that uses scientific
knowledge focused on issues and needs.

The Cooperative Extension System is a vast
partnership made up of local residents, the state land-
grant universities, the US Department of Agriculture,
and county governments. Extension has a unique three-
way funding partnership. States receive federal grants,
through their land-grant institution, to provide
eeducational programs and must match those federal
dollars from states funds. Counties contribute
additional resources for facilities, programmatic and
personnd support.

ORGANIZATION
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The Organization
and Structure of 4-H

4-H in the Florida
Cooperative Extension
Service

The State 4-H Youth
Development Office
3103 McCarty Hall
PO Box 110225
Gainesville, FL 32611-0225
Tel:(352)846-0996
Fax:(352)846-0999
http://4h.ifas.ufl.edu

See Appendix - or websitefor a

current Directory of the 4-H Y outh

Development Office Staff.
http://4h.ifas.ufl.edu/staff/staff.htm
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Univerdty of Florida Cooper ative Extension

In Florida, CES is administered through the
University of Florida, Institute of Food and
Agricultural Sciences (IFAS). The programs of CES
are open to all regardless of race, color, national origin,
sex, or handicap. 4-H is the youth devel opment
program of the Florida Cooperative Extension Service.
The educational programs availablethrough CES
include 4-H, Family and Consumer Sciences,
Agriculture and Natural Resources, Community
Devel opment.

The 4-H Youth Development Office

On July 1, 1996 Florida 4-H experienced a
major change in its campus-based organization and
structure.

The Department of Family, Y outh, and
Community Sciences was formed by merging the
faculty of the Department of Home Economicswith
the faculty of the Department of 4-H and Other Y outh
Programs. This new department with Extension,
research, and teaching functions houses amulti-
disciplinary faculty with assignments in areas of family
and consumer sciences, youth, and community
development. Y outh Development Specialists who
work with 4-H are faculty members of this department
and report to the respective Department Chair.

A new organizationd unit, the State 4-H Y outh
Development Office, was formed to support the 4-H
Program. The office is headed by the Assistant Dean
who reports to the Dean of Extension. The state office
isresponsible for oversea ng the following functions:

1) L eadership for statewide program
development and evaluation

2) L eadership for statewide program
communications, marketing, and
accountability

3) Coordination for 4-H Y outh Development in-

service and volunteer development programs

ORGANIZATION
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The Organization
and Structure of 4-H

4-H in the Florida
Cooperative Extension
Service
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4)

5)

6)

7)

Development of public/private resources
including management of the Florida4-H
Foundation, Inc.

Management of four residential 4-H camp
facilities and associated programs

Management of state 4-H events, activities,
awards and recognition programs,
scholarships, publications and other teaching
aids supporting State Mg or Programs and
Core programs

Encouragement and support for devel opment
of innovative programs that address emerging
youth needs
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The Organization
and Structure of 4-H

The Florida 4-H
Foundation

The Private Funding
Triad of 4-H

National 4-H Council

State County

Florida 4-H County 4-H

Foundation Council/
Foundation
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Florida 4-H Foundation

Incorporated in 1963, the 4-H Club
Foundation is a tax-exempt non-profit educational
foundation approved under section 501(c)3 of the
Internal Revenue 170(b)(1) Code. The Foundationis
governed by a volunteer board of directors elected
from among 4-H friends, donors, and Extension
representatives. The Foundation Headquarters are at
the University of Horida, Gainesville.

The purpose of the Florida4-H Club
Foundation are to support the mission of the 4-H
Y outh Development Program; promote 4-H to
potential partners; and provide stewardship in resource
management. The Foundation also provides financial
management for 4-H Camps: Timpoochee, Cherry
Lake, Ocaa, and Cloverlesf.

Designated a Direct Support Organization
(DSO), the Foundation is operated according to State
University system rules. The Foundation maintains a
separae, not-for-profit status and is authorized to
receive, hold, invest and administer property and make
expenditures benefitting the University of Florida' s 4-
H youth development program.

The Florida4-H Club Foundation does not
serve as an umbrella organization to 4-H Clubs and
Foundation at the county level. County organizations
that collect or generate funds a the county level on
behalf of the 4-H program are independent from the
Foundation. Each of these organizationsis digible to
qualify for federal income tax exemption under the IRS
letter of determination dated February 9, 1973.

The Florida 4-H Foundation is staffed by an
Executive Director who is amember of the State 4-H
Y outh Development Office staff. Currently the Board
of Directors consists of 30 members. The
Foundation’ s fiscal year startson April 1 and ends
March 31.
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The Organization
and Structure of 4-H

National 4-H Council
& Center

7100 Connecticut Avenue
Chevy Chase, MD 20815
Phone:

http://www.fourhcouncil .edu

4-H Stuff:
http://www.fourhcouncil .edu/
4hstuff/index.htm
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National 4-H Council

National 4-H Council is a private sector
partner of the Cooperative Extension System
supporting 4-H educationa opportunities and resources
for programming at the local, state, and national leves.
It is headquartered in Chevy Chase, MD just outside
Washington, DC. National 4-H Council helps provide
programs and activities to young people nationwide in
collaboration with the youth development education
initiatives of the Cooperative Extension System of
USDA, land grant univerdties, and county
government. Activities include managing the National
4-H Center in Chevy Chase, conducting a national 4-H
events, hosting conferences for teens, volunteers, and
extension staff, providing grant opportunities, and
raising funds for national and loca programs.

National 4-H Council Supply Service

Items containing the 4-H logo are avalable
through the National 4-H Council supply service. A
catalog is available, or you can visit the website at the
address at the left.

National 4-H Center

The National 4-H Center is operated by the
National 4-H Council. It islocated on a 12-acre
campus in Chevy Chase, MD (suburban Washington,
DC) with conference facilities for more than 600
overnight guests. The facilities and services are
available for Extension, Extension-related, and non-
profit non-Extension groups. The Center also offers
family and individual accommodations for Extension
and 4-H familieswho are traveling in the DC areaon a
space-available basis. The National 4-H Center
providesavariety of educational programs for youth
and adults. Many of the programs focus on our national
Capital and our national heritage. Many of the national
historical sites are on the itinerary for each program.

ORGANIZATION
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4-H Personnel Roles What aretheroles and responsibilities of
and Responsibilities the following in relation to 4-H?

County Faculty and Staff
-Agents
-County Extension Directors
-Program Assistants

THIS SECTION State Faculty and Staff

-State 4-H Office
U NDER -Y outh Development Specialists

CONSTRUCTION ~Subject Matter Specialists

County and State Advisory Groups and
Committees

PDC -
Camp Advisory Committees
Specia Event/Program Committees

- Horse
- Congress
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4-H Programming
Policies, Guidelines
and Procedures

Section Contents:

Federal Laws and State Rules
Florida 4-H Membership Policies

4-H Membership Policies and Guidelines
for 5-7 Year Olds

Types of 4-H Membership

Types and Characteristics of 4-H Clubs

Appendices:

A: Federal Affirmative Action Guidelines

B: Federal Guidelines for Use of 4-H Name and Emblem
C: Florida 4-H Program Guidelines and Policies

D: Florida 4-H Program Guidelines for 5-7 Year Olds.
E: Characteristics of 4-H Delivery Modes
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4-H Programming
Policies, Guidelines
and Procedures

Federal and State
Policies
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This section identifies the state and federal
laws or rules that impact county 4-H programming
policies, guidelines, and procedures. All county
policies and procedures will be consistent with State
Extension and 4-H policies and procedures and support
State and Federal laws. The statewide 4-H
programming guidelines in the following sections of
this handbook provide you the basic foundation but
any procedures or participation criteria that is more
extensive in nature should be created with, discussed
and acted upon by your advisory committee.

Federal Laws and Guidelines

Affirmative Action Guidelines for Programming

One set of guidelines that impact programming
procedures for counties is the Federal laws and the
Affirmative Action Plan (AAP) for Florida Extension.
The County 4-H Coordinator or County 4-H Program
Leader is responsible for oversight of these procedures
as an instrument of the Cooperative Extension Service.
These guidelines provide the basis for programming
procedures to be used and are detailed in the back of
this section. Additionally, the Affirmative Action
report required to be completed annually is described
in the REPORTING & ACCOUNTABILITY
SECTION of this handbook.

The 4-H Name and Emblem: Guidelines for
Authorized Use, CREES/USDA

Federal laws also govern the use of the 4-H
name and emblem. These guidelines are referred to
frequently throughout this handbook. A complete set
is located in the appendices of this section.

State Laws and Guidelines

Florida Statutes and Administrative Codes

Florida Statutes and Administrative Codes
provide state laws and governing rules for developing
and implementing 4-H Youth Development Programs
as part of the University of Florida Cooperative
Extension Service. The Florida 4-H policies and
guidelines will be identified in the following sections
as a foundation for determining county-specific
policies, guidelines, and procedures.

POLICIES
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4-H Programming
Policies, Guidelines,
and Procedures

Florida
Administrative
Code

RULES OF
DEPARTMENT OF
EDUCATION
DIVISION OF UNIVERSITIES
UNIVERSITY OF FLORIDA
6C1-6.013 IFAS; Florida 4-H
Youth Development Programs
and Participation
Specific Authority: 240.227(1),
F.S. Law Imlented: 240.227(1),
240.505, F.S., Smith-Lever Act of
1914, 7 U.S.C. Sections 341-348.
History: New 9/29/75. Formerly
6C1-6.013. Amended 5/19/93
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University of Florida 4-H Program
Administrative Rules

The University of Florida’s rules governing 4-
H are published as part of the Florida Administrative
Code as referenced by the code numbers to the left.
The current rules were amended in 1993 from the
originally published ones in 1975. A copy of these
published and distributed for county use can be found
in the appendix of this section. The current set of state
rules were revised to support the diverse program
needs of Florida’s youth, family, and community
participants. These rules encourage state and county
faculty to provide developmentally and age appropriate
programs at county, district, state, national and
international levels. More specifically, the rules(s)
allow counties to plan and implement programs that
address specific local youth development needs.

There are basically eight rules that govern the
program, it’s process of program planning and
operation within the State of Florida.

The first rule establishes the basis of the
philosophy that the 4-H Program is the youth
development component of the Cooperative Extension
Service, with the Dean of Extension as the official
administrator of the 4-H name and emblem.

1) The youth development component of the
Cooperative Extension Service is the 4-H
program. The Dean for Extension authorizes
the use of the 4-H name and emblem in
Florida in accordance with Federal law.

The second rule defines the purpose of 4-H as
the development of youth through hands-on learning
experiences using the research and knowledge base of
the land-grant system.

2) The purpose of 4-H is the development of
youth through design and delivery of
experiential programs that utilize the
scientific knowledge and research of land
grant universities.
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4-H Programming
Policies, Guidelines,
and Procedures

Florida
Administrative
Code

RULES OF
DEPARTMENT OF
EDUCATION
DIVISION OF UNIVERSITIES
UNIVERSITY OF FLORIDA
6C1-6.013 IFAS; Florida 4-H
Youth Development Programs
and Participation
Specific Authority: 240.227(1),
F.S. Law Imlented: 240.227(1),
240.505, F.S., Smith-Lever Act of
1914, 7 U.S.C. Sections 341-348.
History: New 9/29/75. Formerly
6C1-6.013. Amended 5/19/93
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The remainder of the eight rules provide the

fundamental programming philosophies, expectations
and operating procedures from which county and state
programs must function.

3)

4)

5)

6)

7)

8)

Programs are determined through educational
needs assessments that include input from local
communities, analysis of state and national
trends and issues, availability of human and
financial resources, current educational
research, and expert faculty opinion.

Program participants include children and
youth, and adults who have an impact on the
quality of life for Florida’s children and youth.
Programs are provided to individuals,
organizations, and institutions that do not
discriminate on the basis of race, color, sex,
disability, or national origin. Participation may
be limited based on age and/or developmental
level pursuant to program guidelines as
developed in subparagraph (5) of this rule.

Faculty authorized to use the 4-H name and
emblem establish and publish program guidelines,
in consultation with appropriate county or state 4-
H advisory groups and subject to approval by the
Dean for Extension. Faculty may also establish
program rules for competitive events.

Institutions and organizations with which 4-H
programs are cooperatively conducted, parents, or
guardians of individual youth participating in 4-H
community-based groups, must sign a statement
of understanding that describes the program and
conditions of participation, including costs.

While no membership or participation fee is
required, fees may be charged for materials,
appropriate health insurance coverage, or other
expenses associated with the educational program
as established by the Cooperative Extension
Service.

The 4-H volunteers working directly with youth
will be screened utilizing procedures and
standards consistent with Federal and State laws.

POLICIES
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4-H Programming
Policies, Guidelines,
and Procedures
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Implications of Florida Administrative
Codes for County 4-H Programming

Role of Advisory Committees

Rules three (3) and four (4) deal with the
implications of the role of the County 4-H Advisory
Committee and the Affirmative Action Guidelines.

Faculty and volunteer 4-H program personnel in
cooperation with appropriate advisory groups are
changed to establish and publish county policies
and procedures. It is recommended that 4-H program
guidelines be reviewed annually to support current
program needs.

An active County Advisory Committee is a
critical component of a good county 4-H Program. The
Affirmative Action Guidelines in the back of this
section identify some procedures for identifying the
geographical/population representation of this group,
some of their functions and roles relative to providing
4-H program for all youth within the county.

Program Participation Guidelines

Rule four (4) of the Administrative codes refers to
the need to be nondiscriminatory in program
opportunities. It also identifies that 4-H can limit
participation due to programmatic criteria, specifically
age or developmental appropriateness.

For example, Florida 4-H has some statewide
program guidelines that limit participation of youth
ages 5- 7 from select program/project areas and from
competitive events. These guidelines will be clarified
and explained in further detail in this section.

Specific guidelines (established pursuant rule 5)
and participation in competitive events can be
established.. These need to be established by faculty
in cooperation with appropriate county, district, or
state advisory committees.

For example, there are some specific statewide
competitive event participation criteria identified in the
EVENTS and ACTIVITIES SECTION.

POLICIES
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4-H Programming
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Program Guidelines for Participants

We have the responsibility to establish and publish
programmatic guidelines in cooperation with our
respective state and county advisory groups. These
guidelines are subject to approval by the Dean of
Extension.

Statement of Understanding of Program,
Conditions of Participation, Risks, and Costs
(Rules 6 & 7)

We are responsible to inform the youth, their
parents or guardians and organizations or institutions,
with whom we have program partnerships, of the
conditions of program participation, including costs.
This provides the basis for our requiring youth and
parental/guardian signatures on 1) enrollment forms; 2)
participation/registration forms including the Code of
Conduct, Parent-Youth Agreement Form identifying
risks and responsibilities, and the Health Form.

While we require no membership fees 4-H may
charge for materials, insurance or other programmatic
costs associated with conducting educational
programs.

Some counties add a statement of
acknowledgment of programmatic costs associated
with some 4-H activities to their enroliment form for
youth and parental signatures.

Volunteer Recruiting, Screening and Monitoring

Rule eight (8) of the administrative codes
addresses the fact that 4-H volunteers must be screened
using procedures and standards consistent with Federal
and State laws. Please refer to the VOLUNTEER
SECTION of this handbook for the various Florida
state statutes and Florida 4-H guidelines relevant to
managing a volunteer-based youth program.
Additionally, the University of Florida provides
guidelines and procedures regarding use of volunteers
that are addressed in this section.
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4-H Program Year

In Florida, the 4-H year starts September 1 and
ends August 31 of the following year. 4-H enrollment
and participation revolve around this 4-H program year
definition.

Membership/Participation in 4-H

In Florida, the term 4-H member and 4-H
participant are used synonymously in Florida where
youth engage in a minimum of six (6) hours of
educational learning experiences. This may be a club
member; a youth enrolled in a series of six continuous
sessions of a school enrichment program; a youth
enrolled in a summer day camp series or going to
summer 4-H camp. 4-H in Florida promotes that all
youth who receive this minimum level of participation
through Extension educational programs are 4-H
members regardless of the method of participation

This does differ from the national definition
where youth in “clubs” are the only 4-H’ers referred to
as “members.” This difference is relevant in reports of
accountability, especially for the state and federal
youth statistical reports of enrollment.

4-H Member/Participant Defined

A 4-H member/participant is any youth, ages 5-
18, who enrolls and participates (individually or as part
of a group) in a planned sequence of learning
experiences (project) of six hours or more. Members
are guided by Extension staff or trained volunteers of
both the 1862 and 1890 institutions.

An annual report of all 4-H member participation
that meets this definition is required by State and
Federal Partners. This county statistical report is
described in the REPORTING AND ACCOUNTABILITY
SECTION of this handbook.

4-H Youth Contact Defined

A 4-H contact is any youth taking part in a
program of less than six (6) hours provided as a result
of action by Extension personnel (professional,
paraprofessional or volunteer). This includes youth
and programs conducted through both the 1862 and
1890 institutions such as garden tours, field trips,
career seminars, and similar short-term experiences.
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What are examples of 4-H youth contacts?

Conducting short-term community or school
activities, for example:

® Having a booth at a school health fair or an Ag in
the Classroom event where youth rotate to you
every 30 minutes for an activity;

® A school group visits the Extension gardens for a
two hour tour; or

® You conduct a 50 minute bicycle safety class for
all 2nd graders in your county.

In these or similar situations, youth are not
considered to be 4-H members and you do not
complete enrollment procedures with them. These
events alone, therefore, do not constitute 4-H
membership. As a result of these experiences, youth
might elect to join existing 4-H groups. You could
follow up with these youth to organize further
educational programs of at least 6 hours that would
constitute 4-H youth membership.

Youth contacts are not reported for a statewide
aggregated 4-H report. They may be reported by each
Extension professional as part of their annual Report
of Accomplishment (ROA) along with 4-H
membership.

4-H Membership And Participation Policies

The following list are the Florida 4-H membership
policies. These policies relate to general 4-H
membership not the specific criteria for participation
in specific programs or events and activities.

1. All members must be engaged in a minimum of
six hours of educational programs.

2. 4-H membership is available to all youth ages 5-
18 without regard to race, color, sex, handicap, or
national origin. However, selected projects or
programs do have enrollment restrictions. Not all
projects or program activities are deemed
appropriate for all age ranges due to either
developmental appropriateness, safety, or other
considerations.
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A young person may become a member of the
Florida 4-H program by enrolling in 4-H clubs,
classroom enrichment programs, short-term
special interest groups, after-school programs,
camps or as an individual, at any time during the
year. Enrollment procedures vary with these
methods but the rights and privileges of ALL
aspects of the 4-H program do not.

4-H members participating in one or more of
these membership types are eligible to participate
in ALL aspects of the 4-H program (e.g. camps,
fairs, competitions, special event, or recognition)
providing they meet the participation
requirements of the particular event or activity.

Membership age of youth participation is
determined by September 1 of the current
program year. The minimum age of a 4-H’er is 5
years old by September 1 and the maximum age
for a 4-H’er is 18 years of age by September 1, or
completion of high school, whichever comes first.

The county of residence is the primary county for
4-H enrollment. Youth and adults are expected to
enroll or participate in their home county. A 4-H
member may enroll in projects and participate in
events outside the county of residence, with the
written approval of the 4-H agents in both
counties. In any case, a 4-H member cannot be
enrolled in the same project in two different
counties at the same time.

4-H members transferring to one county to
another or one state to another should be accepted
by that county and given full credit for their past
4-H work or achievements.

No uniform is required for participation in 4-H.
Members are expected to abide by dress codes
established for some events and activities.

All members are expected to abide by the
established Code of Conduct.
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A statewide task force appointed by
the State 4-H Program Development
Committee (PDC) in 1993 developed
the Florida Policies and Guidelines
under current implementation. These
guidelines were originally adopted
by the PDC in September, 1994.
They were approved, with
modification, by Extension
Administration and distributed for
implementation, January 1995.

The Florida 4-H Youth Development
Program Guidelines for 5-7 Year
Olds identifies the program
guidelines and restrictions for youth
projects and activities. A copy of
these published guidelines previously
distributed to counties is located in
the appendix of this section.
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4-H Members, ages 5-7

Youth, five to seven year of age, officially
became eligible for 4-H membership in Florida in
1995. Five to seven year olds are 4-H members with
no special name (such as peewee or cloverbud) being
used statewide.

General Program Guidelines

1. Learning in the group setting is the primary
method for involving 5-7 year olds in 4-H.
Individualized projects are not appropriate
methods for most 5-7 year olds due to limited
reading and other self-management skills.

2. Dual participation of child and parent or guardian
is encouraged. Family activities are incorporated
in curricula to encourage parent/child
participation and to build a family involvement
pattern that can be maintained as children become
older.

Level of Participation and Eligibility Requirements
for Selected Programs and Projects

Not all 4-H curricula areas are deemed appropriate for
this age range. The following program and project
restrictions apply to 5-7 year old 4-H member
participation:

1. Animal projects for 5-7 year olds will be limited
to "lap™ animals only. Therefore, companion
rather than production animal projects will be the
focus of 4-H animal experiences for this age

group.

4-H’ers, 5-7 years of age, are_ineligible to enroll in any
large animal 4-H projects (sheep, goat, swine, beef,
dairy, llama, ostrich, or horse) or participate in any
livestock or horse shows. A 4-H'er must be 8 years
of age at the beginning of the current 4-H program
year (September 1) to be eligible to enroll in a large
animal 4-H project and to own a large animal.

This policy does not prohibit 5-7 year olds from
learning about large animals through attendance at
meetings, videos or through field trips. They cannot
participate, however, in 4-H activities that
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Agent and Volunteer Staff
Development Support

University of Florida Extension
Specialists can provide staff
development training for county
and/or multi-county groups upon
request.
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bring them in contact with large animals due to
safety.

NoOTE: Families (parents or guardians) assume all
risk and responsibility of young children if
assisting 4-H siblings with large animals.

2. Motorized vehicle and shooting sports 4-H
programs will not permit the participation of 5-7
year olds. Again, safety and insurance coverage
considerations are the reasons for this program
limitation.

3. Summer residential camping programs
operated in cooperation with the 4-H Youth
Development Program is not designed to address
the unique developmental and supervisory needs
of 5-7 year olds. Therefore, 5-7 year olds are not
eligible to participate in these residential camping
programs. Family camps, especially designed to
include 5-7 year olds, are encouraged.

Does a County Have to Provide Programs
for 5-7 Year Olds?

This is probably the most often asked question
regarding the expansion of 4-H programs within
counties. The basic premise upon which programs are
determined are the needs of the local citizens. At the
time of implementing the program expansion it was
recognized that not all counties may have the financial
or human resources to expand program opportunities
to this age range of youth. Therefore, each county
with advisory committee input, will establish
programs that address the local needs of 5-7 year
olds through various delivery methods such as:
community clubs, school enrichment, day camps.
Many factors will influence county programming
including: clientele needs and interests, population
demographics, and availability of staff, and program
resources.

As a reminder, county established program guidelines
and policies must be consist with the previously sated
statewide membership guidelines.
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Types of 4-H Member Participation

The types of memberships or delivery methods
that youth can engage in through 4-H are summarized
below. For further explanations or characteristics refer
to the appendices.

4-H Club Members

Club members meet as a group on a regular
schedule under the direction of an adult volunteer with
a planned program. (Refer to types and characteristics
of clubs for further definitions)

4-H School Enrichment Members
Youth who receive a planned sequence of
learning
experiences of six hours or more which involves direct
teaching by Extension staff or trained volunteers, who
may be teachers, as part of the school curriculum.

4-H Special Interest/Day Camp Members

Special Interest or Day Camp members are youth
meeting for a specific learning experience of six hours
of more which involves direct teaching by Extension
staff or trained volunteers not as part of the school
curriculum.

4-H Residential Camp Members

Residential Camp members are youth who take
part in an Extension planned educational experience of
group living in the out-of-doors which includes being
away from home at least one night.

4-H School-Age Child Care Members

School-age child care members are youth who
participate in a planned sequence of learning
experiences outside of school hours, usually in a
school or other community center and incorporating 4-
H curricula.

Individual Study Member

An individual study member is a youth who
engages in a sequence of planned learning experiences
independent of any of the formal group settings or
opportunities described above. This would include
home study courses or Internet project participants (if
not part of club group)
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4-H clubs may meet in any location
and typically have elected officers
and a set of rules approved by the
membership to govern the club.
Clubs made up of younger 4-H
members (youth ages 5-7) may have
leadership roles on a rotating/limited
basis as an alternative to elected
officers. Generally, 4-H members in
clubs identify and take part in a
community service activity.
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Typical types of clubs include the following:

Community Club:
Youth in this type of club generally engage in a
variety of subject-matter projects and activities.

Project Club:

Youth are interested in one main project area, for
example, a livestock club, a marine club, a clothing
club with most of their meeting time devoted to
activities centered around the specific subject matter.

School Club:

Any of the above types that meets during the
school day that functions with the above
characteristics.

After-School Care Club:

Any of the above types that meets in an after
school care facility that functions with the above
characteristics.

Internet Club:

A new method of club membership is the
opportunity for youth to enroll in an “Internet” virtual
club that is under the direction of an Extension staff.
This club is most likely a project club and functions as
described above and would incorporate some type of
group chat room or interactive sharing among
members..

Further information of the characteristics and
procedures for organizing 4-H Clubs is in the
appendix.
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AFFIRMATIVE
ACTION
GUIDELINES

CIVIL RIGHTS ACT OF 1964

The pamphlet entitled Civil Rights
Act of 1964, Title VI:
Nondiscrimination in Federally
Assisted Program, Rules and
Regulations as Amended” is self-
explanatory and included for your
convenience as a reference.
Additional copies of this publication
may be ordered from the Florida
Extension Publications Distribution
Center at the University of Florida.
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MISSION

The goal of the Affirmative Action Program (AAP) of
the Florida Cooperative Extension Service is to see
that the youth of the state are served without
discrimination with regard to race, color, sex,
handicap, or national origin. In addition, the plan calls
for us to take “affirmative action” to involve young
people from the minority-population segments of our
society in our programs. These two major thrusts of
the AAP are consistent with the general youth program
goals of the Florida Cooperative Extension Service.

Since 1964 it has been illegal to use federal funds to
conduct any program which does not actively pursue
compliance with the Civil Rights Act of 1964, Title
VI.

CONCERNS

Some of the major concerns relative to “road-block”
removal for more effective 4-H program compliance
have been as follows:

a.  Membership in many clubs and groups consists of
one race in communities which have interracial
potential.

b. Delineation of geographic target areas in many
cases was not clear.

c. Participation of non-white youth and adults in
programs beyond local communities is quite
small, i.e., camp, fair, etc.

d. 4-H Expansion and Review Committees which
are required to be organized in each county may
not function satisfactorily.

e. Many county staff have not carried out “all
reasonable efforts” to reach non-white youth and
adults to the degree that white youth and adults
are reached.
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AFFIRMATIVE
ACTION

4-H UNIT: An identifiable group
of youth, sanctioned by
Extension, organized to have
similar learning experiences, e.g.
club, classroom of students, a
camp session, and after-school or
special interest group.

AAP = Affirmative Action Plan is

CED role?
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AGENT RESPONSIBILITY

In a legal sense, the County 4-H Coordinator or the
County 4-H Program Leader is responsible for all local
4-H units since they are instruments of the Extension
Service. The agent assists with 4-H unit formation,
often through others and recognizes their existence
through approval for the use of the 4-H name and
emblem, and through provision of training and
educational materials. If the unit operates in a
discriminatory manner, such services must be
terminated after due notification.

The Agent is responsible for “all reasonable efforts” to
integrate local 4-H units in racially/ethnically mixed 4-
H communities. The Agent is responsible for
documenting that local 4-H units in racially/ethnically
mixed service areas are either (1) integrated, or (2) “all
reasonable efforts” have been made and certified to the
Dean of Extension through an annual state report.

To understand the guidelines and procedures for “all
reasonable effort” one must understand the various
definitions as defined in the AAP.

COMPONENTS OF AFFIRMATIVE ACTION PLAN
DEFINED

Expansion and Review Committee

In order to better understand how the AAP meshes with
our Extension 4-H Youth programs, it is essential that
we have a thorough understanding of the role of the
County 4-H Advisory Committee as it relates to the
AAP. (Note: This Committee is sometimes referred to
as the 4-H Expansion and Review Committee.)

The AAP says: “Members of the 4-H Expansion and
Review Committee will be selected from the several
geographic areas and will be representative of the area
with regard to race, color and national origin and
socioeconomic levels of the people of the county.
Minority representation on this Committee will be in
the appropriate ratio with the total population mix.”
Geographic areas as it is used here actually refers to
Affirmative Action Planning District.
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Geographic Areas

The term “geographic areas” refers to those areas from
which members of your County Advisory Committees are
drawn or selected. Specifically, these are the areas from
which members of your Family and Consumer Sciences
Committee and 4-H Advisory Committee are selected.
These geographic areas are usually quite large and they
may also be sometimes known as Affirmative Action
Planning Districts. Usually (though not always) these
geographic Planning District coincide with County
Commissioner districts.

Local Neighborhood and Community Boundaries

This is a term used in the Affirmative Action Plan to
delineate those areas which have been (or may be in the
future) identified by the County Extension staff and the
Advisory Committees as forming natural or logical
community or neighborhood areas. For the purposes of
this document we will call them “Community Areas.”
These boundaries may be based upon criteria such as
recognized neighborhoods, city blocks, housing
complexes, apartment complexes, natural boundaries
(i.e., rivers, highways, railroads or major streets), election
precincts or in some cases, school districts. The only real
test to be applied to the development of these boundaries
is that race, color or national origin may not be used as a
determining factor! They must be logical boundaries and
no “gerrymandering” may be involved.

Geographic Area and Community Boundary
Determinations

Many of us have assumed that “geographic area” and
“local community boundaries” were pretty much the
same thing. Many 4-H Agents have operated under the
assumption that they were the same. If you will interpret
the AAP guidelines in the context that community
boundaries are used to delimit Community Areas, the
meaning may be clearer to you. Since boundary
determination is a process which may be redone as your
county population patterns change, it is a dynamic rather
than a static concept.

AFFIRMATIVE ACTION
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The AAP says: “Each county’s 4-
H Expansion and Review
Committee and the County
Extension Staff have delineated
(will delineate) local community
boundaries to determine needed
4-H units. The number and
method of determining
community boundaries varies
(will vary) by county. All areas
(will be) of sufficient size to
allow for expansion of different
types of 4-H units. Counties used
(may use) a variety of methods in
establishing community
boundaries such as County
Commission Districts, School
Board District, Extension
Planning District, County Census
Districts, and others. Within
these geographic areas, most
counties have or will delineate
smaller areas of needed 4-H
expansion.”

What this means is that the
County Extension staff, working
in concert with the Advisory
Committee, may identify
Community areas which are
different from Geographic areas
mentioned earlier in the plan.

The only real test to be applied to
the development of these
Community Areas is that race,
color, or national origin may not
be used as a determining factor.
They must be areas surrounded by
logical boundaries and
no“gerrymandering” may be
involved.

Each club must serve a definite
Community Area which is clearly
delineated on a map and the
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Community Area boundaries must be described in
narrative form.

a. Clubs and boundaries must be approved
(documented in minutes) by a properly structured,
functional Advisory Committee.

b.  More than one club may exist in the same
Community Area when needed. Number of
potential members, facilities, available leaders, etc.,
are factors that influence the number of clubs needed
in a Community Area.

The racial composition (by number and percent) of each
Community Area served by a club(s) must be determined.
This ratio must be used to determine that needed percent
of integration to be considered in full compliance with
the AAP goal if it is in an interracial community. Until
this

AFFIRMATIVE ACTION
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ratio is achieved, all reasonable
effort must continue to be
implemented on an annual basis.
If this ratio cannot be determined,
the population ratio of the county
must be used. The source of such
determination must be
documented, that is, census
report, advisory committee
decision, or similar document.

One-race clubs may be formed
and/or maintained in a one-race
Community Area provided that
the overall intent of the
Affirmative Action Plan is being
met on a county-wide basis.

ALL REASONABLE EFFORT

The term “all reasonable effort” is
used pertaining to

4-H units serving interracial
communities in defined
geographic areas. Extension staff
members need to know criteria
for meeting the USDA
requirements. These include all
three of the following:

a. Use of all available mass
media, including radio,
newspaper, and television, to
inform potential recipients of
the programs and of
opportunities to participate.

b. Personal letters and circulars
addressed to defined
potential recipients inviting
them to participate, including
dates and places of meetings
or other planned activities.

c. Personal visits by the County
Extension staff including
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volunteers to a representative number of potential
minority recipients in the Community Area served
by the club(s) to recruit members.

Representative number is determined by multiplying the
percent minority in the county population by the number
of potential minorities in the Community Area served by
the club.

Example: A Community Area has 100 families of

which 40 families are black. The black population
of the county is 10 percent. Personal visits should
be made to a minimum of four black families.

AFFIRMATIVE ACTION
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Documentation of All
Reasonable Effort

Affirmative Action Program
compliance reviews are
conducted annually to provide a
tool to measure progress and
define areas of major weaknesses
and concerns. Therefore, it is
extremely important that “all
reasonable effort” be carefully
documented. The following
procedures represent some of the
ways 4-H Agents can effectively
document efforts to actively
pursue compliance with the Civil
Rights Act:

a. ldentify each existing 4-H
“unit” by race of
membership and identify
location on a county
map.

b. Obtain compliance letters
from appropriate individuals
and organizations such as
volunteer staff, advisory
groups, and civic 4-H
support groups. Such letters
should indicate that the basic
provisions of the Civil
Rights Act have been
acknowledged and accepted.

c. Retain correspondence,
enrollment forms, visitation
notes, and such, to help
establish that all reasonable
efforts have been made.

d. Make sure that
organizational by-laws and
constitutions have a
provision stating open
membership to all youth.
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Retain official minutes and records of attendance
obtained at meetings.

Maintain current membership rosters of both youth
enrollment and volunteer staff.

Maintain a file of the statistical data which formed
the basis for specific information in your county
AAP.
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Equal Access of 4-H to ALL Youth

The Affirmative Action Plan says: “To insure non-
discrimination and to assure equal access to 4-H
programs, the County Extension Staff and the 4-H
Expansion and Review Committee will establish, within
resource limits, a sufficient number of 4-H units with
each geographic area of the county to accommodate
anyone of 4-H age desiring membership in 4-H.
Community Clubs, school clubs, project clubs, special
interest clubs, and short-term special activities will be
made available, within existing resources, to all 4-H age
youth in each county.

This is simply a reaffirmation of the first thrust of the
AAP; that is, to assure that 4-H is open to everyone.
There is, however, a key phrase in here that keeps our
mission from being impossible. That phrase is “within
resource limits.” In order to honor that phrase the 4-H
Advisory Committee must be knowledgeable about what
the county 4-H resources are. They cannot be expected
to make decisions without knowing your capabilities.

Setting Programming Priorities

The AAP says: “The County Staff and the 4-H Expansion
and Review Committee will establish goals and
determine priorities in each County 4-H program.”

This is simply another practical reason for the existence
of the 4-H Advisory Committee. What it says is that 4-H
Advisory Committees do have a major role to play in
helping the 4-H Agent determine his or her program
priorities and areas for emphasis. This would still be true
even if the AAP didn’t mention it.

Recruiting 4-H Leaders

On this subject, the AAP says: “The 4-H Expansion and
Review Committee and the County Extension Staff,
along with 4-H members, will identify and recruit adult
leaders from each area of the county. Organizations will
be contacted and asked to help locate and provide 4-H
Leaders.
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AAP Compliance... An Annual Review

The AAP says: “The 4-H Expansion and Review

Committee and The County Extension Staff will study
each existing 4-H Unit as to location, membership and
area served to determine if each unit is in compliance.”

Here is another area where we may sometimes miss the
boat. This is primarily an administrative process carried
out by the 4-H Agent. The information can be tabulated
in an easily understandable form and presented to the 4-H
Advisory Committee at its regular meetings.

Authorizing 4-H Clubs

It would seem to be clear from the foregoing paragraphs
that the County 4-H Advisory Committee is intended to
play an important role in the total county

4-H program. Specifically, when questions arise about
starting a un-racial club in a community area of the
county that is clearly populated by citizens of only one
race, it then becomes the responsibility of the county
4-H Advisory Committee to make decisions concerning
the way in which this new club will fit into the total
county program.

If it is determined by the Advisory Committee that the
proposed club clearly serves a need within a logically
delineated community area that is populated by members
of one race, then the Affirmative Action Plan does not
preclude the establishment of such a club.

Similarly, if a new club is proposed for a multi-racial
area, it becomes the responsibility of the 4-H Coordinator
(and/or other county Extension Staff members) to make
certain that appropriate steps are taken to insure that the
club will be integrated. If, after “all reasonable effort”
has been expended, the club is still not integrated, the
County 4-H Advisory Committee may still authorize the
chartering of the Club with the proviso that a continuing
effort be made to achieve the appropriate racial mix
within the Club.
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Annual accurate documentation of the “all reasonable
effort” process is essential. Decisions of the County
4-H Advisory Committee, in large measure, will be based
upon the “all reasonable effort” documents. As noted
earlier, it is the responsibility of the 4-H Advisory
Committee, in concert with the County 4-H Agent, to
determine, within available resources, the annual and
long-range plans for the 4-H effort within the county. If
the provisions of the Affirmative Action Plan are to be
met, then the 4-H Advisory Committee must be involved
in an ongoing process of making decisions, offering
support and approval, as well as, giving advice and
counsel to the County 4-H Agent. It is difficult, if not
impossible, for the 4-H Advisory Committee to provide
this kind of input into the 4-H program if it meets no
more often than once or twice a year.

Agent and Advisory Committee Relationship

If the County 4-H Advisory Committee is duly
constituted and if it meets frequently and maintains a
high level of involvement in, and knowledge of, the total
County 4-H program, then it can be fairly stated that it
has its share of authority and responsibility for the
approval of all new clubs and other county 4-H activities.

However, it should also be clearly understood that the
relationship which exists between the County 4-H
Coordinator or the County 4-H Program Leader and the
County 4-H Advisory Committee is one in which the 4-H
Agent assumes the role of the educational specialist and
program manager who discusses problems and
approaches with the committee; who influences and is
influenced by the committee; and who has significant
input into committee deliberations in all areas of
discussion. The 4-H Agent is not just a technician who
simply carries out the dictates of the committee.
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APPENDIX B

POLICIES REGARDING USE OF 4-H NAME AND EMBLEM

The 4-H club name and emblem are held in trust by the Secretary of Agriculture of the
United States Department of Agriculture for the educational purposes of the 4-H program and
can be used only as authorized by the Secretary or his representative. Any use of the 4-H club
name and emblem is forbidden if it exploits the 4-H club program, its volunteer leaders or
members, or the USDA, University of Florida, Extension Service or its employees. The Dean
for Extension, or designated representative, authorizes the use of the 4-H name and emblem in
Florida. The authority to use the 4-H name and emblem is extended to employees of the
Cooperative Extension Service, and through them, to the 4-H programs and clubs at the county
level.

Any use of the 4-H club name and emblem is forbidden if it exploits the 4-H program, its
volunteer leaders or members, or the USDA, University of Florida, or its employees. The 4-H
name and emblem and the youth program they represent have earned wide respect throughout
our nation and in many countries around the world. As Cooperative Extension workers, it is our
responsibility to adhere to the national guidelines in order to protect and promote use of the 4-H
name and emblem in a way that reflects the educational goals and achievements of 4-H. The
rules exist to protect the emblem and the reputation and health of the 4-H program, not to stifle
public awareness activities about the 4-H program.

On May 17,1985, the Secretary of Agriculture approved newly revised regulations
governing use and authorization of the name and emblem of 4-H Club work, as published in the
Federal Register on August 2, 1985. In addition, there was an amendment to these regulations
published in the Federal Register on March 17,1987, clarifying definitions and further defining
and expanding use of the 4-H name and emblem in 4-H fund-raising activities. These regulations
serve as the U.S. Department of Agriculture’s (USDA) policy statement on use of the 4-H name
and emblem.

In 1999 the visual image of the 4-H emblem was changed slightly to include the Federal
Statute Citation (18 U.S.C. 707) that protects the 4-H Name and Emblem.

The act of Congress pertaining to the 4-H club Name and Emblem, the official
regulations (as published in the Federal Register), and specific guidelines designed to assist you
in interpreting the regulations are contained in the following document.
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APPENDIX B

The 4-H Name and Emblem
Guidelines for Authorized Use

Protected Under
18 U.S.C. 707

United States Department of Agriculture
Extension Service
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Preface

On May 17,1985, the Secretary of Agriculture approved newly revised regulations governing use and
authorization of the name and emblem of 4-H Club work, as published in the Federal Register on August
2, 1985. In addition, there was an amendment to these regulations published in the Federal Register on
March 17,1987, clarifying definitions and further defining and expanding use of the 4-H name and emblem
in 4-H fund-raising activities. These regulations serve as the U.S. Department of Agriculture's (USDA)
policy statement on use of the 4-H name and emblem.

To assist Cooperative Extension workers at all levels and our cooperators in interpreting these regulations,
a set of guidelines was developed by a national committee appointed by Extension Service, USDA,
composed of national, State, and county Cooperative Extension workers and representatives of the
National 4-H Council. These guidelines were accepted by the Extension 4-H Youth Subcommittee in
January 1986 and formally approved by the Extension Committee on Organization and Policy of the
National Association of State Land-Grant Universities and Colleges in February 1986.

The act of Congress pertaining to the 4-H Club Name and Emblem, the official regulations (as published in
the Federal Register), and specific guidelines designed to assist you in interpreting the regulations are
contained in this handbook.

The 4-H name and emblem and the youth program they represent have earned wide respect throughout
our Nation and in many countries around the world. As Cooperative Extension workers, it is our
responsibility to protect and promote use of the 4-H name and emblem in order to reflect the educational
goals and achievements of 4-H. We hope these guidelines will assist you in carrying out this
responsibility. Your cooperation and support are appreciated.
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707.4-H Club Emblem
Fraudulently Used

Section I.
Act of Congress - 4-H Club Name and/or Emblem

Public Law 772-80th Congress
Chapter 645-2d Session
(H. R. 3190)

Whoever, with intent to defraud, wears or displays the sign or emblem of the 4-H clubs, consisting
of a green four-leaf clover with stem, and the letter H in white or gold on each leaflet, or any
insignia in colorable imitation thereof, for the purpose of inducing the belief that he is a member
of, associated with, or an agent or representative for the 4- H clubs; or

Whoever, whether an individual, partnership, corporation or association, other than the 4-H
clubs and those duly authorized by them, the representatives of the United States Department
of Agriculture, the land grant colleges, and persons authorized by the Secretary of Agriculture,
uses, within the United States, such emblem or any sign, insignia, or symbol in colorable
imitation thereof, or the words "4-H Club" or "4-H Clubs" or any combination of these or other
words or characters in colorable imitation thereof -

Shall be fined not more than $250 or imprisoned not more than six months, or both.

This section shall not make unlawful the use of any such emblem, sign, insignia, or words
which was lawful on the date of enactment of this title.

Title 18, U.S.C. 707
June 25,1948
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Section Il
Regulations Governing the Use and Authorization of the
Name and Emblem of 4-H Club Work

Published in the Federal Register, August 2, 1985
Amended in the Federal Register, March 17,1987

Sec.

8.1 Policy.

8.2 Delegation of authority.
8.3 Definitions.

8.4 Basic premises.

8.5 Revocation of present authorizations.
8.6 Authorization for use.

8.7 Continued use.

8.8 Use by public informational services.

8.9 Use in 4-H fund raising.
Authority: 5 U.S.C. 301; 18 U.S.C. 707

8.1 Policy.

The Cooperative Extension Service, of which the 4-H Club program is a part, invites and
appreciates the cooperation of all organizations, agencies, and individuals whose interest,
products, or services will contribute to the educational effort of the Cooperative Extension
Service as conducted through the 4-H Club program.

8.2 Delegation of authority.

The Administrator of the Extension Service, United States Department of Agriculture.
may authorize the use of the 4-H Club Name and Emblem in accordance with the
regulations in this part.

8.3 Definitions.

"Cooperative Extension Service" as used in this part includes the entire Cooperative Extension
System consisting of the Extension Service, United States Department of Agriculture; the State
Cooperative Extension Ser-vices; and the County Cooperative Extension Services.

"County Cooperative Extension Service" as used in this part refers to a county
Extension office or equivalent Extension office operating under a State Cooperative
Extension Service-

"Extension Service, United States Department of Agriculture" as used in this part means the
Federal agency within the United States Department of Agriculture which administers Federal
agricultural cooperative extension programs.

"4-H Club Name and Emblem" as used in this part means the emblem consisting of a green
four-leaf clover with stem and the letter "H" in white or gold on each leaflet, or any insignia in
colorable imitation thereof, or the words, "4-H Club,” "4-H Clubs" or any combination of these
or other words or characters in colorable imitation thereof.

"State Cooperative Extension Service" as used in this part means an organization
established at the land-grant college or university under the Smith-Lever Act of May 8, 1914,
as amended (7 U.S.C. 341-349); section 209(b) of the Act of October 26,1974, as amended
(D.C. Code, through section 31-1719(b); or section 1444 of the National Agricultural
Research, Extension, and Teaching Policy Act of 1977, as amended (7 U.S.C. 3221).

8.4 Basic premises.
(a) The 4-H Club Name and Emblem are held in trust by the Secretary of Agriculture of the
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United States Department of Agriculture for the educational and character-building purposes
of the 4-H program and can be used only as authorized by the statute and according to the
authorization of the Secretary or designated representative.

(b) The 4-H Club Name and Emblem may be used by authorized representatives of the United
States Department of Agriculture, the Cooperative Extension Services, the landgrant
institutions, and the National 4-H Council, according to these regulations, for serving the
educational needs and interests of 4-H youth.

(c) Any use of the 4-H Club Name and Emblem is forbidden if it exploits the 4-H programs, its
volunteer leaders or 4-H youth participants or the United States Department of Agriculture, the
Cooperative Extension Services, or the land-grant institutions, or their employees.

(d) The 4-H Club Name and Emblem shall not be used to imply endorsement of
commercial firms, products, or services.

8.5 Revocation of present authorizations.

Effective September 16, 1985, authorization permits for the use of the 4-H Club Name and
Emblem presently in effect will be revoked. However, such authorizations may be renewed
upon written request.

8.6 Authorization for use.

(a) The Administrator of the Extension Service may grant authorization for use of the 4-H
Club Name and Emblem:

(1) For educational or informational uses which the Cooperative Extension Service deems to
be in the best interests of the 4-H program and which can be properly controlled by the
Cooperative Extension Service.

(2) For services to youth which the Cooperative Extension Service determines it is not in
a position itself to perform.

(b) Authorizations, when issued, will be valid for specified purposes and periods of time only.
Application forms for requesting authorization to use the 4-H Club Name and Emblem may be
obtained from the Administrator of the Extension Service, United States Department of
Agriculture, Washington, D. C. 20250.

(c) Granting an authorization to an individual, organization, or institution for a specific use
does not preclude granting a similar authorization to another individual, organization, or
institution for the same or a similar purpose.

(d) All uses of the 4-H Club Name or Emblem shall be consistent with the educational
purposes, character-building objectives, and dignity of the 4-H program and the 4-H Club
Name or Emblem shall be given a position of prominence. It is not permissible to
superimpose any letter, design, or object on the 4-H Club Emblem, or to materially alter its
intended shape.

(e) Specific authorization is not required to use the 4-H Club Name or Emblem in media such
as newspapers, periodicals, and radio and television programs when such use is primarily for
educational or informational purposes. Likewise, specific authorization is not required to use
the 4-H Club Name or Emblem in those exhibits, displays, etc., which are designed primarily

to pay tribute to or salute the 4-H program and are in keeping with the policies enunciated
herein.

() Authorization must be obtained for use of the 4-H Club Name or Emblem by other than
representatives of the Cooperative Extension Service, the land-grant institutions, and the
National 4-H Council in connection with contests and awards, books, booklets, charts,
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posters, and all other forms of publications; all calendars regardless of origin or use; theatrical
and nontheatrical motion pictures; slides, slide films, and other visual and audio-visual
materials; supplies (whether to be sold or provided without charge); and titles of persons.

(9) Any authorization or permission for use of the 4-H Club Name and Emblem may be
revoked at any time after written notice.

8.7 Continued use.

(a) The Cooperative Extension Services, land-grant institutions, local 4-H Clubs and groups
and other officially affiliated 4-H organizations recognized by the Secretary of Agriculture and
the Cooperative Extension Service are authorized to use the 4-H Club Name or Emblem:

(1) For their own educational or information purposes according to these regulations;

(2) On materials which are originated, requested, purchased, distributed, or sold by them
for use in their respective geographical areas of responsibilities;

(3) Except as specifically authorized by the above-named organizations for use within the
respective geographic boundaries specified (club or group, county, area, State) and as
provided for in paragraph (4) of this section, manufacturers, wholesalers, jobbers, retailers,
purchasers or others cannot manufacture, sell, or distribute materials bearing the 4-H Club
Name or Emblem.

(4) Any proposal for distribution on an interstate, regional, or nationwide basis of materials,
supplies, and similar items bearing the 4-H Club Name or Emblem which originates with an
organization or individual not affiliated with the Cooperative Extension Service shall be
brought to the attention of the Administrator of the Extension Service, United States
Department of Agriculture, for approval.

8.8 Use by public informational services.

(a) In any advertisement, display, exhibit, visual and audio-visual material, news release,
publication in any form, radio and television program devoted in whole or in part to 4-H, the 4-
H message or salute must be distinctly set apart from any commercial product message or
reference.

(b) Advertisements, news releases, publications in any form, visuals and audio-visuals, or
displays in any form must not include actual or implied testimonials or endorsements of
business firms, commercial products or services, either by 4-H Clubs, other 4-H organizations
and affiliated groups, 4-H youth participants, volunteer 4-H leaders, the Cooperative
Extension Services, the land-grant institutions, USDA, or by any employees associated with
any of the foregoing. Statements that a product is used or preferred to the exclusion of similar
products are not permitted.

(c) The granting of an authorization to a non-Extension affiliated agency, organization or
individual, for production of films, visual and audio-visual materials, books, publications in any
form, etc., is contingent upon approval of the initial proposal and subject to review of the

script of the visual or audio-visual or draft of the publication when the draft is in the final
working form.

8.9 Use in 4-H fund raising.

(a) Fund-raising programs using the 4-H Name or Emblem may be carried out for specific
educational purposes. Such fund-raising programs and use of the 4-H name and emblem on,
or associated with, products, and services for such purposes must have the approval of
appropriate Cooperative Extension office, as follows:
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(1) Approval of the County Cooperative Extension Service, or the appropriate land-grant
institution, if the fund-raising program is confined to the area served by the County
Cooperative Extension Service.

(2) Approval of the State Cooperative Extension Service, or the appropriate land-grant
institution, if the fund-raising program is multi-county or Statewide.

(3) Approval of the Administrator of the Extension Service, United States Department of
Agriculture, or a designee, if the fund-raising program is multi-State or Nationwide.

(b) When used to promote 4-H educational programs, the 4-H Club name and emblem,
subject to obtaining authorization as provided in these regulations, may be used on or
associated with products and services sold in connection with 4-H fund-raising programs so
long as no endorsement or the appearance of an endorsement of a commercial firm, product
or service is either intended or effected. Tributes to 4-H contained on or associated with
commercial products or services, when such products or services are used for fund-raising
activities, are subject to the requirements of this paragraph. All moneys received from 4-H
fund-raising programs, except those necessary to pay reasonable expenses, must be
expended to further the 4-H educational programs.

Done at Washington, D.C. this 17th day of May, 1985.
/S/ JOHN R. BLOCK,

Secretary of Agriculture.

Amendment Done at Washington, D.C. this 4th day of

March, 1987.

/S/ RICHARD E. LYNG
Secretary of Agriculture
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Procedures and
Responsibilities for
Granting Authorization Section lll.

Guidelines for Authorizing Use of the
4-H Name and/or Emblem

The Secretary of Agriculture has delegated overall responsibility to the Administrator,
Extension Service, U.S. Department of Agriculture, to authorize use of the 4-H Club name and
emblem in accordance with the regulations governing their use.

Authorization to use the 4-H Club name and/or emblem is given:

1. For educational or informational uses which the Cooperative Extension Service deems
to be in the best interests of the 4-H program and which can be properly controlled by the
Cooperative Extension Service.

2. For services to youth which the Cooperative Extension Service determines itis notin a
Position itself to perform.

The following entities are authorized to use the 4-H name and emblem:
1. Extension Service, USDA.

*2.  Administrative Offices of the Cooperative Extension Services in each State, Puerto
Rico, District of Columbia, Virgin Islands, Guam, American Samoa, the Northern
Mariana Islands, and the Trust Territory of the Pacific Islands (other than the Northern
Mariana Islands).

3. State 4-H Offices.
**4,  County Extension Offices. including 4-H units in independent cities.

5. National 4-H Council for use in carrying out requested 4-H programs on behalf of the
Cooperative Extension Service and Extension Service, USDA.

More specifically, their authority is as follows:

1. The Deputy Administrator for 4-H Youth Programs may authorize use of the 4-H
name and/or emblem for special programs, services, supplies, etc., which are to be
offered, distributed, or sold nationwide or in more than one State.

2. The Directors/Administrators of Cooperative Extension Services and Assistant
Directors, 4-H and State 4-H Leaders may authorize use of the 4-H name and
emblem for specific programs, services, supplies, etc., which are to be offered,
distributed, or sold statewide or in more than one county.

3. The County Extension Chair and/or 4-H agent may authorize use of the 4-H name and
emblem for specific programs, services, supplies, etc., which are to be offered,
distributed, or sold within the specific county only.

*Refers to administrative offices located at both 1862 and 1890 universities and colleges
and Tuskegee University.
* *Includes parishes and other similar legal geographic areas.

The National 4-H Council President is authorized to use the 4-H name and emblem in support
of such programs as the National 4-H Supply Service, awards programs involving 4-H donors,
educational aids, and leadership education programs and publications.
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Terms of Authorization

Use of 4-H Name
and/or Emblem

4-H Supplies

Contests, Awards
Programs

Authorizations for use of the 4-H name and emblem at the national level are generally given
for a specific purpose and period of time by the Extension Service, USDA. Generally, this is
for a 3-year period; however, in the case of a book, publication, or visual, authorization is
granted for the life of the item. At the national level, a special form is available to obtain
authorization. (See appendix A.) Authorization for use of the 4-H name and emblem by other
groups at State and county levels should have specified time frames not in excess of 3 years.

There must be some form of a written agreement, memorandum of understanding, or a
contract between the individual, organization, institution, or group to whom authorization has
been granted to use the 4-H name and emblem and the designated persons responsible for
granting authorization at the appropriate level of geographic jurisdiction. The written
agreement can be in the form of the 4-H Club charter, letter, or other document devised by
responsible units of the Cooperative Extension Service at State or county levels. (See
appendices B and C for samples of forms. Appendix C, 4-H Charter, is available from USDA.)

General

The official 4-H emblem consists of a green four-leaf clover with stem and the letter "H" in white
or gold on each leaflet. The 4-H emblem pictured on the cover of this publication most nearly
reflects that which is described in the 4-H name and emblem law and is thus recommended for
use nationwide.

The four-leaf clover with stem and the letter " H " in white or gold on each leaflet may also
appear, if necessary, in other colors and still be considered the official 4-H emblem. For
example, when it is not possible to use the color green for the emblem, as in printing on fabric,
plagues, and trophies, other colors may be used.

When used, the 4-H Club name and emblem shall be given a position of prominence. It is not
permissible to superimpose any letter, design, or object on the 4-H emblem or to alter its shape
in audiovisuals, on stationery over which a letter is written or typed, certificates, publications, etc.

Any use of the 4-H Club name and emblem is forbidden if it exploits the 4-H program, its
volunteer leaders, or 4-H youth participants or the United States Department of Agriculture,
Cooperative Extension Services of the Land-Grant Universities, or their employees. Also, the
4-H Club name and emblem cannot be used to imply endorsement of commercial firms,
products, or services.

Specific Uses

Manufacturers, wholesalers, jobbers, retailers, purchasers, or others cannot
manufacture, sell, distribute, or advertise items bearing the 4-H name or emblem unless
authorized to do so, and then only within the respective geographical area within the
jurisdiction of the authorizing agent as defined on page 7.

The National 4-H Supply Service, National 4-H Council, insofar as possible, is the official
primary source of supplies, paraphernalia, and other similar items bearing the 4-H name or
emblem, and is thus its national authorized agent. As such, the National 4-H Supply Service
should be consulted initially to determine the availability of items desired at all levels of 4-H.
When the National 4-H Supply Service determines that, for acceptable .reason(s), the 4-H

organization may be better served by using an authorized alternative source, the authorized
agent can approve the 4-H emblem for use in the respective geographical area of authority.

Donor or sponsor identification and involvement with a 4-H contest or awards program(s) will
be approved only as a result of an agreement between the Cooperative Extension Service
and the donor or sponsor as to the type of award, purpose of the award, criteria on which the
award will be given, and/or the rules and regulations under which a contest or awards
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Use by Public
Informational Services, in
Publications and Visual

Productions

program shall be conducted.

Any sponsor, donor, organization, individual, or group wishing to cooperate with the
Cooperative Extension Service in sponsoring an award or contest shall receive authorization
to use the 4-H name and emblem from an appropriate person in their geographical area of
responsibility prior to issuing any publicity or promotional materials related to the award or
contest.

Donors of 4-H awards or cooperating sponsors of 4-H contests should be recognized by the
Cooperative Extension Service in ways that show appreciation, but do not imply endorsement
of the donor's product. Likewise, donors should be permitted to publicize their association
and involvement with 4-H, but focus should be on 4-H rather than on sales promotions.

Any tangible item given by a donor as a 4-H award that incorporates the 4-H emblem as a
part of the item shall use the official shape and design of the 4-H emblem as prescribed in the
regulations.

Donors of 4-H awards or cooperating sponsors of 4-H contests cannot require the use of or
refer to specific brand name products or services as a criteria for an award or in conducting a
contest.

If the name or emblem of 4-H is used in conjunction with a donor or sponsor's hame on any 4-
H award or in printed or visual material used in publicizing, promoting, or conducting a 4-H
contest, the 4-H name and emblem shall be given a position of prominence.

In conjunction with a 4-H contest or other programs for which awards are given
(demonstrations, exhibits, or displays), the use of brand name products or services
should be discouraged.

A national or State organization which sells exhibit space and permits samples using the 4-H
name and emblem should inform the exhibitor that such authorization is for that State only
and that multi-stage follow-up requires authorization from the Deputy Administrator of
Extension, 4-H Youth Programs, USDA, Washington, DC 20250-0900.

1. Use by Public Information Services

The impact and prestige of the 4-H program have long been recognized. It is for this
reason that it is essential to maintain the objectivity and impartiality of the 4-H
program.

Many organizations are eager to pay tribute to 4-H for its significant contributions to youth
development. This, if handled appropriately, is advantageous for both. A common sense
rule is: "If the primary and most significant benefit accrued by the use of the name and
emblem will be to the 4-H program rather than a commercial entity, then it is appropriate
and acceptable to proceed,"

a. National 4-H Week Newspaper Supplements

There are several methods used to honor 4-H achievements during National 4-H
Week. In addition to a 4-H Week kit distributed to all counties from the Extension
Service, USDA, and National 4-H Council, local sponsors may wish to honor 4-H
accomplishments through special ads or materials. The focus of these ads or
materials should be an endorsement of or tribute to 4-H, not 4-H's endorsement
of the product.

b. Special 4-H Days or Events Supported by a Private Enterprise 4-H groups often
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National and Regional
Calendars

participate in events arranged and conducted by private enterprise companies
and organizations. When 4-H'ers participate, their primary role should be to
promote the 4-H program and not the product, membership, religion, or politics of
the organizer.

c. Use of 4-H members in Special Events on Behalf of a Private Enterprise

Many 4-H groups participate in fashion revues, project demonstrations at
shopping centers, hosting for private concerns, etc. Some of these occasions
require ties to products. These may include (1) modeling at a specific department
store, (2) demonstrating new products at a grocery store, and (3) assisting in
tours of a new manufacturing facility. These activities should be carried out to
further the educational objectives of 4-H.

4. General Publicity in Press, Radio, and TV

Public exposure for 4-H is appropriate and beneficial to 4-H. There are frequent
occasions, however, when interest might be expressed by a private enterprise to
have 4-H identified with specific products. Care should be taken to ensure that
products or product names are concealed or otherwise obscured during photo or
filming sessions and in written media releases. This will help to avoid any
misunderstanding regarding product ties or endorsement by 4-H.

In the event commercial groups sponsor regular or special 4-H radio or TV programs,
encourage such sponsors to conclude the program with a statement that this program
is being provided as a public service in behalf of 4-H.

Use in Books and Visual Productions

Authorization must be obtained at the appropriate level (county, State, or national) for
use of the 4-H name and emblem in connection with books, booklets, charts, posters,
and similar printed material; theatrical and nontheatrical motion pictures, slides, slide
films, and other visual and audiovisual materials.

Granting of authorization to use the 4-H name or emblem for these purposes is
contingent upon approval of the initial proposal and subject to review of the script,
visual or audiovisual, or draft of the book or other publication when the draft is in the
final working form.

1. Any organization wishing to produce a calendar bearing the 4-H name and
emblem for sale, or involving commercial advertising with distribution on a
regional (more than one State) or national basis, shall submit a proposal outlining
the following to National 4-H Council.

a. Samples of the types of calendars on which the manufacturer wishes to use the
4-H name and emblem including complete specifications as to size, artwork, and

copy.

b. Statement of plans for promotion, sales, and distributing must include prices
in various quantities, extent of sales, territory to be covered, and means of
distribution. Copies of any sales promotion literature referring to 4-H should
be provided.

2. National 4-H Council in consultation with the Extension Service, USDA,
determines that plans are consistent with the objectives of 4-H and regulations
governing ii. The organization proposing sale of such calendars shall then be
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State and County
Calendars

Use in Titles of Persons

Use in Labeling

Use in 4-H Exchange
Programs

State and County
Organizations

asked to submit an application to use the 4-H name and emblem to Extension
Service, USDA. Calendar companies are encouraged to file a Memorandum of
Understanding with the National 4-H Council prior to submission of authorization.

3. National 4-H Council will clear in advance with the Extension Service, USDA, the
artwork, copy, photos, and other materials to be used on each calendar, each year.

4. Calendar manufacturers will fully inform their sales, educational, and promotional
staffs concerning the objectives of 4-H and the Cooperative Extension Service
and familiarize them with the rules and regulations governing sales of 4-H
calendars.

1. Any organization wishing to produce a calendar bearing the 4-H name and
emblem for purposes of sale or commercial advertising, and which is limited to
distribution in a single county, shall submit a proposal to the county Extension
office. If the calendar is to be distributed to more than one county, the proposal
must be submitted to the State 4-H office. The proposal will include samples of
the type of calendar proposed including artwork and design, with details of plans
for promotion, sales, and distribution.

2. Copy, artwork, subject matter, and information appearing on the calendar shall
not in any way imply endorsement of the sponsor, its products or services by the
U.S. Department of Agriculture, land-grant universities, Extension Service, or the
4-H youth program.

3. Space devoted to advertising should not exceed 10 percent of the total calendar
space. No calendars will be sold or distributed through any business or
organization whose sponsorship might reflect unfavorably on the Cooperative
Extension Service or 4-H. Advertisers accepted shall be consistent with the
educational objectives of the 4-H program.

4. Use of the 4-H name and emblem on the calendar itself shall be consistent with the
regulations governing their use.

5. Persons authorized to grant use of the 4-H name and emblem on State and local
calendars should review annually with the organization producing the calendars
the artwork, design, copy, and distribution plans.

The 4-H name may not be used in titles of persons who are associated with
organizations or groups other than representatives of the Cooperative Extension
Service who have an officially designated responsibility or liaison with 4-H.

Use of the 4-H name and emblem on beef and other animal carcasses or on 4-H-
made or 4-H-grown products produced by 4-H members is permitted when such use
is in keeping with Extension policies of the State and authorization is obtained at the
appropriate level.

4-H exchange programs shall be considered a part of the total 4-H program and
must adhere to all pertinent 4-H name and emblem regulations. Such 4-H exchange
programs must receive authorization at the appropriate level.

Support groups, such as State and county 4-H foundations, 4-H leader
organizations, and other affiliated 4-H organizations recognized by the Secretary of
Agriculture and the Extension Service, USDA, and other designated people at
geographic levels of responsibility, are authorized to use the 4-H Club name and
emblem for their specific educational or informational purposes and on materials
which are originated, requested, purchased, distributed, or sold by them for their use
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in their respective geographical areas of responsibility.

Raising Funds for 4-H Federal, State, and county tax funds are the major source of support for all
Cooperative Extension Service programs, including 4-H. These funds are used to
carry out the Cooperative Extension Service's mission as an educational arm of the
U.S. Department of Agriculture and land-grant universities. There are some
educational efforts provided through 4-H which cannot be supported properly by tax
funds alone. Private support moneys should be:

1. Given and used for priority educational purposes.
2. Accounted for efficiently.

Certain guides were identified relating to the use of the 4-H name and emblem in
fund-raising as set forth in Section 8.9 of the revised regulations published in the
Federal Register, August 2, 1985; as amended in the Federal Register, March
17,1987

Section IV

Criteria for Authorizing Use of the 4-H Name and/or
Emblem on Commercial Products and Services, and for
Other Uses

* In connection with 4-H fund-raising purposes, the following disclaimer statement must
be used on products or services offered for sale:

"A portion of the sales price of this product or service will be used to promote 4-H
educational programs. No endorsement of the product or service by 4-H is implied or
intended."

* Inthe case of fund-raising programs, there must be a definite plan for accounting of those
funds prior to authorization. Such a plan should be within the policy guidelines of the
State for handling funds.

» The commercial product or service must be compatible with the purposes and
objectives of 4-H; for example, good nutrition, good health, and so forth.

» The benefits to 4-H from the association of the name and emblem with the commercial
product must have value beyond any monetary return from sale of the product; for
example, providing good will or increasing visibility of 4-H.

* The proposed use of the 4-H name and emblem must be consistent with the official
regulations governing use of the 4-H name and emblem. For example, design must not
imply endorsement of commercial products or services; tributes to 4-H by commercial
organizations must be worded so as not to imply endorsement, and so on. When used,
the 4-H logo and name are to be distinctly set apart from the company name and logo. It
may be advisable to use only the name, 4-H Clubs, instead of the 4-H logo. Except in
unusual circumstances, the following statement must accompany the 4-H name and
emblem: "No endorsement of the product or service by 4-H is implied or intended"

* The products or services on which the 4-H name and emblem are used must meet all
applicable legal requirements relating to health and safety standards established for such
items. Every effort must be made to insure that such products and services are of high
quality and free from defects. In addition, inquiries are to be made to determine the
reliability and reputation of the business organization and individuals providing such
products and services or offering fund-raising programs in behalf of 4-H.

* In proposing use of the 4-H name and emblem on products, supply items, books,
booklets, charts, posters, other forms of publications, calendars, motion picture scripts,
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slides, and other visual and audiovisual materials, a sample or sketch of such items
should be provided to insure high standards and promotion of a positive image of 4-H.

Section V
Procedures for Reporting Violations

Accompanying the authorization to grant permission to use the 4-H name and emblem is the
responsibility to see that the regulations are followed. The suggested procedures for reporting
violations are as follows:

1. Any alleged violation should be identified in writing accompanied by adequate
documentation to the appropriate individual at county, State, or national level at which
the violation occurred:

Administrator, Extension Service, or Deputy Administrator, 4-H Youth Programs,
if the violation is nationwide or involves more than one State.

Directors or Administrators of Cooperative Extension Services or State 4-H Office if
the violation is statewide or involves more than one county. County Extension offices
if the violation occurs within a specific county.

2. If after reviewing the facts of the alleged violation it appears that there is cause, a
written notification stating the reasons for the appearance of violation and a request to
desist should be submitted to the person or firm in question.

3. If such notification does not result in satisfactory action on the part of the person or
firm in question, the matter should then be turned over to legal counsel of the Office of
the General Counsel, USDA (in the case of violations at the national level) or to the
land-grant university attorney (in cases of offenses at the State or county level).
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Appendix A - Application Form for Authorization To Use the 4-H Club Name or Emblem

UNITED STATES DEPARTMENT OF AGRICULTURE
EXTENSION SERVICE

WASHINGTON, D. C. 20250

APPLICATION FOR AUTHORIZATION TO USE THE 4-H CLUB NAME OR EMBLEM
(Under provisions of Act of June 25, 1948, Public Law No. 772, 80th Congress, 18 USC 707)

Applications for authorization to use the 4-H Club name or emblem must be submitted to the
Administrator, Extension Service, U. S. Department of Agriculture, Washington, D. C. 20250.

If authorization is granted, it will be accepted with the understanding that:
a. 4-H name or emblem will be used only as specified in this application.

b. Authorization does not constitute exclusive use of the 4-H name or emblem for this or any other
purpose by this organization.

c. Similar authorizations may be granted to competing organizations on request.

d. This authorization is revocable at the discretion of the Administrator, Extension Service.
Receipt is acknowledged of the regulations, including the Act of Congress, concerning the use of the
name and emblem of 4-H Club work as printed in the Federal Register on Agreement is hereby made to

abide by all of the regulations therein.

Please fill in the form on the next page.

(Signature of Applicant)

(Title)

(Date)

ES-04(5185)
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OMB Approved No. 0527-0009
Expires (1/31/96)

APPLICATION

Name of individual, partnership, corporation, or association

Organizational Address (Give complete mailing address & Zip Code)

Name of Authorized Representative Telephone number

(include area code)

Tenure of Authorization Requested

Proposed Use of the 4-H Name or Emblem (State specifically)

Plan for sale or distribution of product (if a product is involved)
(Check as many as apply.)

D on order of State 4-H Leader only.
I:l on orders approved by State 4-H Leader.
I:l on orders from Extension agents.

other (specify)

If possible, submit sample of product showing proposed use of the 4-H name or emblem. List samples of products or exhibits submitted.

ES-04 (5/85)
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Appendix B - Sample Letters Authorizing Use of 4-H Name and Emblem

(Request)

John Smith

County Extension Agent
Court House

Someplace, Minnesota 55741

Dear Mr. Smith:

A group of 7 boys and 12 girls would like to begin a 4-H Club (unit) in our town. This group plans to meet
every other Wednesday. | have been asked to serve as one of their volunteer leaders.

This letter is to request authorization from your office to use the 4-H name and emblem in connection with
this 4-H Club (unit). We would also like to have information on the types of projects available, how to get
project materials, and any other information we will need to complete our becoming organized as an official 4-
H Club (unit).

Since the group plans to meet within the next 2 weeks, we would appreciate having a reply as soon as
possible.

Sincerely,

Jane Doe
2400 12th Street
Location, Minnesota 55708

(Reply)

Jane Doe
2400 12th Street
Location, Minnesota 55708

Dear Ms. Doe:

Thank you for your letter and for your interest in serving as a 4-H leader for a new 4-H Club (unit). Enclosed
are the materials you requested to complete your 4-H Club (unit) enroliment

| am pleased to welcome your group to 4-H and to authorize the use of the 4-H name and emblem in
connection with the club's (unit's) program and activities. If | may be of assistance to you, please let me know.

Sincerely,

John Smith
Local Extension Agent

Enclosures

(Sample Form)
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REQUEST FOR OFFICIAL APPROVAL FOR ESTABLISHMENT OF NEW 4-H UNIT

Name of Group:

Type of 4-H Group:

(4-HCiub, 4-H Special tnterest Group, County 4-H Leaders Council,
and so forth)

Purposes of Group:
(To carry out a 4-H Bicycle Care and Safety Program.)
or

(To carry out a continuous 4-H Club program serving the needs of youth in Newpark Community, providing
them a variety of 4-H project learning opportunities.)

or

(To establish a continuing county 4-H support function including securing private funds and other resources
for county-wide 4-H programs.)

Volunteer Leader or Other Person in Charge of 4-H unit:
OFFICIAL APPROVAL FOR NEW 4-H UNIT

On the basis of the above purpose(s), the

("ame or type of group)

is authorized to use the 4-H name and emblem in connection with its program and
activities and is considered an official 4-H unit of the Cooperative Extension Service.

(County Extension Agent
or
State 4-H Leader)

FLORIDA 4-H PROGRAM HANDBOOK POLICIES
NOVEMBER 1999 SECTION 3: PAGE 42



Appendix C — 4-H Charter

4-H CHARTER

Presented on Behalf of the

United States Department of Agriculture and State Land-Grant Universities

To:

In recognition of its organization and agreement to meet the requirements outlined by the Cooperative Extension System, this group is
authorized to use the 4-H name and emblem for educational purposes in accordance with laws and regulations established by the Congress
of the United States and the Secretary, U.S. Department of Agriculture on this date

Administrator Secretary State Director of Extension
CSREES, USDA U.S. Department of Agriculture

Deputy Administrator, F4HN County Extension Agent Assistant Director/State Leader
CSREES, USDA 4-H Youth Programs

4-H is available to all youth without regard to race, color, sex, disability, religion, age, or national origin
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CHARACTERISTICS OF 4-H DELIVERY MODES

Organizing Community 4-H Clubs

Community Clubs Characteristics:

¢ composed of members and leaders that meet as a group on a regular schedule
¢ geographical proximity is major commonality among members
¢ meet in homes, or in nearby community meeting facilities

Under the direction of trained volunteer staff, members may:

¢ plan their own programs

¢ elect officers

¢ take part in community service activities
¢ engage in a variety of 4-H projects

Club Meetings:

¢ educational programs conducted based on expressed youth needs and interests

¢ plans for the club's educational programs are developed with member, leader, and parent
input

¢ topics may or may not be related to an existing 4-H project

¢ programs are presented by members, leaders, parents or invited guests

¢ A "learn by doing" philosophy is employed with members being actively involved in the

learning process.

Club Leadership:

leadership for the club is provided by a leadership team

usually one or more adults serve as organizational leaders

less frequently, mature teens serve as organizational leaders

the organizational leader serves as "captain™ of the club level leadership team

other team members would likely include project, activity, and resource leaders; club
officers, and others in general support roles

L 2R 2B 2R 2% 4

Project Activities:

¢ youth typically enroll in a wide range of projects

¢ recommended community club structure would include sub-groupings of members with
similar project interests under the leadership of a project leader

¢ project leader would assist the project group in-depth study of the selected project

¢ project groups may meet in conjunction with regular meetings or at other times

¢ using University of Florida Extension provided project materials and supplemented by

community resources, youth are guided through a sequential set of learning experiences
directed at well-defined learning activities

¢ only projects with sufficient enrollment will have project groups

¢ parents or others may serve as one-to-one advisors for other projects

Club Membership and Structure:
¢ may have as few as 5 members
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¢ in Florida there is an average of between 16 and 17 members
¢ age range of members of a single club may cover the entire 4-H age span (5-18) or cover
any narrower range within that span

Community Service Activities:
¢ community clubs have a citizenship education program
¢ includes conducting community service projects so members can learn about their
community as they work to improve it

Beyond Club Activities:
Community clubs facilitate the participation of members in events and activities beyond the club
level by:

¢ providing a communication link with the county office to make members aware of
opportunities,

¢ providing assistance in understanding what the event or activity is and benefits for
members from participation,

¢ helping members prepare for the event, and

¢ offering support and encouragement to the participant.

4-H PROJECT CLUBS

Project Clubs Characteristics:

organized subject matter clubs are similar in operation to the Community 4-H club
members are all enrolled in the same project or a limited range of related projects
examples are clubs in the areas of: horse, beef, livestock, marine science, clothing
meet on a regular schedule

meet in homes or in community meeting facilities

L 2R 2B 2B 2 4

Under the direction of trained volunteer staff, members may:
plan their own programs

¢ elect officers

¢ take part in community service activities

¢ engage in a variety of 4-H projects

<

Club Meetings:

¢ educational programs conducted based on expressed youth needs and interests

¢ plans for the club’s educational program are developed with member, leader, and parent
input

¢ meetings devoted almost exclusively to the club project emphasis

¢ educational program is presented by members, leaders, or invited guests

¢ A “learn by doing" philosophy is employed with members being actively involved in the

learning process.

Club Leadership:

¢ leadership for the club is provided by a leadership team
¢ usually one or more adults serve as organizational leaders
¢ less frequently, mature teens serve as organizational leaders
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¢ the organizational leader serves as “captain” of the club level leadership team
¢ Other team members would likely include project, activity, and resource leaders; club
officers; and others in general support roles.

Club Activities:
¢ project group approach used in community clubs may or may not be used in project clubs
¢ usually, entire club operates in such a way that it also incorporates functions performed
by the community club project groups

Community Service Activities:

¢ community clubs have a citizenship education program

¢ includes conducting community service projects so members can learn about their
community as they work to improve it

¢ projects are usually related to the club’s project emphasis

Club Membership and Structure:

project clubs cover a wider geographical area than do community clubs

may be county wide

major commonality among members is subject interest

may have as few as 5 members

age range of members of a single club may cover the entire 4-H age span (5-18) or cover
any narrower range within that span
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ORGANIZING 4-H SPECIAL INTEREST GROUPS

4-H Special Interest Groups Characteristics:

¢ can take a variety of forms

¢ short-term, subject specific, and typically volunteer-led learning activities

¢ youth enroll in one or a series of learning experiences directed at a particular subject
matter interest

¢ experiences have been planned prior to the member enrolling and have a definite planned
termination

¢ participants' choice as to what they will learn is generally limited to the decision as to

whether or not to enroll

Club Leadership:

¢ while youth may have been involved in an advisory capacity in the development of
special interest activities the actual participants typically are not
¢ Special Interest groups have no officers

Club Membership and Structure:
¢ minimum of six hours of participation is required for classification as a 4-H member
¢ no upper limit for contact hours is established

Club Activities:
¢ Many activities which would be appropriately incorporated into a community or project

FLORIDA 4-H PROGRAM HANDBOOK POLICIES
NOVEMBER 1999 SECTION 3: PAGE 46



club as an educational method would serve as good special interest activities only,
without committing to other 4-H involvement

¢ Among these areas are: workshops/seminars/classes; retreats; field days; day camps; field
trips; hikes.

4-H SCHOOL ENRICHMENT

4-H School Enrichment Characteristics:

¢ Extension-coordinated learning activities planned in cooperation with both public and
private schools
¢ programs supplements to ongoing school curriculum

Materials for School Enrichment:

¢ teaching guides are usually provided by Extension
¢ member literature is available in some subjects at the county’s expense
¢ supplies and equipment are sometimes provided (i.e., radish seeds, incubators)

Club Membership and Structure:

participants must have six hours of contact to be counted as 4-H members
participants typically have no role in determining curriculum

participants seldom have a choice as to non-participation

if program is offered to their class, they are participants

as voluntary participation is a cornerstone of 4-H programming, every attempt to
incorporate member choice into school enrichment is encouraged

L 2R 2B 2B 2 4

Club Activities:
¢ Activities offered outside of class time that have been designed to supplement learning
which has taken place during the school enrichment experience, should be part of an
overall school enrichment plan.

4-H INDIVIDUAL STUDY/MENTORING/FAMILY LEARNING
PROGRAMS

Planned learning is that which occurs independent of a formal group setting such as:
¢ a club,
¢ an individual,
¢ paired, or family learning effort.

It is self-directed, usually with limited adult involvement, except for parents (or mentor).
Examples include:

¢ self-study,

¢ home study courses,

¢ mentoring or shadowing with an "expert,”
¢ whole families learning together.
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4-H Program
Management
Procedures

Section Contents:

Managing Behavior and Discipline
Behavioral Criteria for 4-H Participation
Florida 4-H Code of Conduct and Disciplinary
Procedures
Agent’s Responsibilities in Managing Behavior
and Discipline

Understanding and Using Due Process
Managing a Review Board and Appeals
Procedure

Practicing Good Risk Management
What is Risk Management?
Risk Assessment
Ways to Manage Risk

Insurance Policies and Procedures
Liability
Accident and IlIness

Appendices:

A Florida 4-H Code of Conduct and Member-Parent
Agreement Form

Florida 4-H Review Board Procedures

Florida 4-H Appeal board Procedures

Sample “ Charge to Appeals Board”

UF General Liability Certificate of Policy
Memorandum: Leasing of County School Buses
American Income Life Certificate of Policy
Florida 4-H Health Form

Florida 4-H Agent Responsibility Form
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Managing Behavior
and Discipline

FLORIDA 4-H PROGRAM HANDBOOK
NOVEMBER 1999

Behavioral Criteria for 4-H Participation

Florida 4-H membership policies require that
all 4-H’ers abide by an established Code of Conduct.
In all 4-H activities, members, leaders, and parents are
expected to follow all rules and regulations as outlined
by Extension professionals or volunteers responsible
for the specific program or activity.

In this section certain standards and guidelines
are identified for use to assure that 4-H has
consistency in protecting the rights of 4-H’ers and
others. When attending, participating or acting on
behalf of the 4-H program, all persons are expected to
conduct themselves in accordance with accepted
standards of social behavior. This is, at a minimum, to
respect the rights of others and refrain from conduct
which may be injurious to the 4-H program.

The standards and procedures set forth in this
section are minimum standards and are ones that
constitute a violation of behavior expectations that can
result in limited program participation. These
standards and procedures are documented on the
Florida 4-H Code of Conduct that must be signed by
all 4-H youth and their parents when participating in
any out-of-county events or activities they are doing as
part of 4-H.

Developing County Code of Conducts and
Disciplinary Procedures

County 4-H policy, guided by the County 4-H
Advisory Committee, needs to identify the behavioral
standards for all 4-H’ers at the county level. Of
course, no county 4-H policy can conflict with state
4-H policy.

Why are County Policies Necessary?

University of Florida rules governing 4-H
charge each county and state unit to develop policies
and procedures for conducting 4-H programs, publish
and distribute them to program participants. While the
Florida 4-H Code of Conduct has been established for
out-of-county events for uniformity, each county must
either adopt this one or develop and publish its own.
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Managing Behavior
and Discipline

A current copy of the Florida 4-H
Code of Conduct can be found at:
http://4h.ifas.ufl.edu

These guidelines and procedures
are documented on the
Florida 4-H Code of Conduct.
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Florida 4-H Code of Conduct and Member
Discipline Policy for ALL 4-H Activities

In seeking uniformity in the conduct expected at

all 4-H activities and events, the following guidelines
have been developed.

1.

All rules and regulations governing an activity or
event will be discussed with agents, leaders and
4-H'ers prior to, and at the beginning of each event.

All 4-H'ers are under the supervision of any
Extension employee or adult assigned to the event.

All participants are expected to understand, respect,
and act in accord with these standards as they
support the goal of maintaining the health, safety
and well-being of all persons.

Behavioral Standards for Out-of -County Events

<

XX

Participants are expected to participate in all
components of the planned program.

Participants are expected to be responsive to the
reasonable requests of the event leader/agent.

Participants will be respectful of their need for
personal safety and the safety of others.

The possession or use of alcoholic beverages, non-
prescription drugs, narcotics, firearms and/or other
weapons, tobacco and tobacco products, is strictly
prohibited at all times.

The malicious destruction or theft of personal, state,
county, or 4-H property is unacceptable behavior.

Gambling for money is not permitted.
Participants will remain at the premises of the

program/event at all times unless they have been
granted permission to leave by the adults in charge.
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Man men ¢ Visitation by non-registered persons is
anageme _t discouraged. The event leader/agent should be
Procedures in 4-H notified if guests are expected.

< Participants will leave the premises in as good or
better condition than it was upon arrival.

Managing Behavior

DT . Consequences and Disciplinary Actions
and Discipline ; PR

1. 4-H'ers accused of any of the following will be
required to appear before a review board:

< Possession or use of illegal drugs or
alcoholic beverages;
Theft, misuse, or abuse of public or
personal property;
Sexual misconduct;
Possession of weapons or fireworks;
Unauthorized absence from the
premises of the event;
< Physical assault.

o B

If the accused 4-H'er is found in violation of the
above, his/her parents will be notified; and the
4-H'er will be sent home immediately at the parent's
expense and be suspended from participation in
district, state, national and international 4-H activities
for a period of up to 12 months.

2.  4-H'ers accused of any of the following may be
required to appear before the review board:

< Breaking curfew or disturbing the
peace.

< Unexcused absence from the activities
of the event.

< Unauthorized use of vehicles during the
event.

< Use of abusive language.

If the accused 4-H'er is found in violation of
these offenses listed above and receives discipline
issued by the review board, his/her parents will be
notified, and the 4-H'er may be sent home immediately
at the parent's expense and may be suspended from
participating in district, state, national, and
international 4-H activities for up to six (6) months.
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3. Realizing these guidelines are not "all inclusive"
the Extension Service reserves the right to make
adjustments to these policies.

A policy for dealing with disciplinary violations
should provide a clear opportunity for accused
individuals to exercise rights of due process. The
procedure shown here was developed by Len Davis, a
university attorney for the University of Georgia, for
use in that state and has been adapted only slightly for
use in Florida.

Notification Procedures

If a 4-H'er is found in violation of the Code and
Is to be sent home, the person in charge of the event
will notify the appropriate County Extension
Director/agent responsible.

Review Board

The person in charge of the event will appoint a
review board at the beginning of the event. The
review board shall consist of the following: at least
one Extension worker, up to two volunteer leaders,
and three 4-H members(when appropriate). The
person in charge of the event, or designee, shall serve
as chairperson. The review board may be convened by
the person in charge of the event.

Appeal Procedures

If a 4-H'er wishes to appeal the decision of the
review board, he/she must appeal in writing through
his/her County Extension Office. Appeals must be
filed within 30 days following notification of
punishment.

As necessary, the Assistant Dean of 4-H shall
appoint an appeal board to meet no sooner than 30
days following the date of the 4-H'er’s request. The
appeal board shall consist of:

(@ A County Extension Agent

(b) A Volunteer Leader

(c) Three 4-H members (when appropriate)

(d) Assistant Dean, 4-H (or designate) chairperson
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and Discipline

An Agent Responsibility Form
must be completed with all
registration packets for out-of-
county events and activities. A
copy can be found in the appendix
or obtained from the 4-H website:

Florida 4-H Code of Conduct/4-H
member and Parent Agreement
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What Should Agents Do with Respect to this
Issue?

Prior to all events, distribute and collect signed
Florida 4-H Code of Conduct and Discipline
Procedures and the 4-H Member and Parent
Agreement (printed on the back ) forms. This form
outlines the rules for behavior and the consequences if
these are not followed. The form must be signed by
both the 4-H member and a parent. This verifies that
both the member and parent have read the code of
conduct and discipline procedures and understand the
items stated in it. Also on the form is the parental
Acknowledgment of Risk Agreement and the
emergency contact information. This must be filled
out to know who to contact in case of health or
disciplinary problems. Failure to have two bonafide
signatures to the above shall be sufficient reason to
disqualify a member from further participation in a 4-
H event..

What to Do in Case of Behavioral Violations?
Understanding the importance of protecting the
rights of the individual without jeopardizing the
effectiveness of the program should lead to agent
cooperation in informing members of rules and
procedures and in seeing that the signed Codes of
Conducts are submitted for all 4-H activities.

Agents should be aware of the requirements of
providing due process in disciplinary action that
prohibits 4-H’ers from further participation or restricts
their participation.

Agents are responsible for training adult
volunteers in how the requirement for due process
might affect their handling of disciplinary cases at the
club level. For county level events and activities it is
important that a procedure similar to the one shown in
the appendices be adopted.

In short, by protecting the right of the
individual(s) to due process, you will be protecting
yourself, Extension, IFAS, and the University of
Florida from potential embarrassment and litigation. It
seems a small price to pay!
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Introduction

"Due process under the law™ might seem foreign to
the normal operations of a 4-H program at the club or
county level, but increasingly the issue of protecting the
rights of individuals is coming to the forefront.
Extension professionals have always tried to be fair
when handling disciplinary problems in 4-H, but acting
in good faith may no longer be sufficient. This section
addresses a central concept in American constitutional
tradition and how a 4-H agent or volunteer must
understand its application in conducting 4-H programs.

What is ""Due Process Under the Law?""

The Constitution's Fourteenth  Amendment
provides that no State may deprive a person of life,
liberty, or property without due process under the law.
This amendment prohibits the government from
arbitrarily depriving someone of their property, freedom,
or life. Certain safeguards must be in place to ensure
"fair play." It provides a set of conditions that require
that individuals or institutions which have power to
control or intervene in the lives of individuals to do so
fairly.

Why Is Due Process an Issue with Which 4-H
Agents and Volunteers Should Be
Concerned?

Although no Supreme Court rulings on due process
have dealt with 4-H, two 1975 decisions regarding the
public schools have implications for 4-H. One decision
(Goss vs. Lopez, 1975) ruled that where the state extends
to students the right to an education, it creates a
legitimate entitlement to such education. Thisrighttoan
education is considered a "property right" protected by
Constitutional due process requirements. Due process
must be provided if that right is in jeopardy.

It seems likely that 4-H participation might also be
considered a property right. In the event that
disciplinary action might result in removal from an
activity (such as camp) a process to protect the rights of
the accused must be in place. The same would hold true
if the disciplinary action might result in a member losing
the right to participate in future activities. These
examples would be
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roughly equivalent to suspension and expulsion in
public schools.
Management
Procedures in 4-H A second 1975 Supreme Court decision (Wood
vs. Strickland, 1975) held that an educator may be
personally liable if he or she knows or reasonably
Understanding and should have known that an action taken would violate
. the constitutional rights of the person affected. No
Usmg Due Process indication of malice is required. Acting in good faith,
but in ignorance of the law is no longer good enough.

It seems essential that educators including 4-H
agents and volunteers know as much as possible about
providing for due process when constitutional rights
are at risk.

What are the key elements of due process?
The basic rights of the accused are:

(1) The right to be informed of the offense which
he/she is charged.

(2) The right to meet face to face with the accuser
and to ask questions of the accuser.

(3) The right to have the opportunity to respond to
the charges and to present evidence in his/her
own behalf.

This forms the basis of the Florida 4-H
Disciplinary and Appeals Procedures. The Florida 4-
H Review Board Procedures are outlined in complete
detail in the appendices of this section. Additionally,
the 4-H Appeals Board Procedures are defined,
including a “sample charge to the 4-H appeals board.”
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Management What Is Risk Management?

Procedures in 4-H Risk management is the process used to identify

potential risks of injury or loss and to take appropriate
steps to reduce or eliminate the risks. In planning a

Practicing Good 4-H event or activity, it is important for careful
- consideration to be given to risk management. Doing
Risk Management so helps provide for the safety of the participants and
staff and protects the planners from exposure to
liability.

Risk management is not a process that is to be
used to scare us into inaction. Anything we do in 4-H,
and in life for that matter, entails risk. The object of
risk management is to take as much control of the
situation as possible for a reasonable and prudent
person to do in reducing and eliminating these risks.

Risk Assessment

When 4-H events and activities are being
planned, the planners need to review the various
elements of the activity to identify potential hazards.
After identifying potential hazards, part of planning
will include determining ways those hazards can be
reduced or eliminated. An example of this follows.

Planning a 4-H Overnight Hike and Camp:

The standard is again what would a reasonable
and prudent person do and what is, if one exists, the
"industry standard”. In the example of a camping trip
and hike, planners should consider issues dealing with
planning for safe transportation and food, and insure
that the adults in charge are responsible and equipped
with the knowledge and skill necessary to lead the
young people in this activity. It is unlikely that a
reasonable and prudent person would think that
ridding the trail of all loose limbs, killing all the
poison ivy, having an adult lead the hike ringing a bell
to scare off wildlife, requiring complete sun block, or a
one-to-one youth-to-adult ratio was necessary. We
must make a good faith effort to minimize risks to
people, property and the reputation of the University
and the 4-H program, but reducing the risk to zero is
not possible.
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In planning the camping trip, the following elements
have been identified as:

Volunteer Supervision

. We will have 3 volunteer adults for 15 youth.

. Volunteers have been screened and appointed.

. Training in youth development done by
Extension.

. Indicators of expertise in the fields of outdoor
living have been met to the satisfaction of the
agent.

Transportation
. Van maintained by county to be used/ seatbelt

equipped.

. Volunteer has appropriate license and clean
record.

. Car driven by second volunteer - clean
record/personal liability insurance meets
minimum standard.

. Map of intended route available for parents to
review.

. Parents to be informed that return departure time
is approximate.

Food Preparation/Food Safety

. Teens will build fires with adult supervision.

. Menus will be developed in accordance with clear
consideration for food safety. Camp site is
located close enough to van accessibility as to
allow ice chest to be carried to campsite for
chilled items for the initial dinner and breakfast..
Remainder of food to be used does not require
refrigeration.

Shelter

. Tents are being borrowed from the 4-H camp.

. Leaders will teach youth how to erect tents.

. In case of extreme weather the alternate plan is to
go to the 4-H camp nearby.

Medical and Health

. Medical releases and health forms are required.

. First aid training by the Red Cross was conducted
for all volunteers. Those attended were certified.

. First aid supplies are packed in van and will be
transported to campsite.
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. Maps to nearest medical center are being
provided.

. Single event accident insurance and illness
insurance policy will be in effect. Claim forms
will be in first aid kit.

. Group instruction addressing health and safety in
the outdoors will be given.

Other

. Codes of Conduct are signed and on file.

. Parents and participants understand sanctions.

. Provisions for boys and girls on separate sides of
camp site have been made (i.e. tents, volunteers).

Ways to Manage Risks

There are four major risk management
approaches. These, and an illustration of how they are
used in the previous example, follow.

1.  Reduction of Risk:  This involves removing
risk or hazards and having in place policies and
procedures that tend to minimize risk.

Much of the camping actions fall into this
category. We provided checks on the level of
readiness of the volunteers in charge to see if they
were prepared and provided training if they
weren’t. We reviewed possible safety and health
issues and took steps to avoid problems and we
had back-up plans in case our original ones did
not work. The reduction of risk is the major focus
of much of our risk management activities. This
is the area where we review the activity and do all
that we can to identify and remove hazards.

2. Risk Transfer: A common means of
managing risks is to transfer the risk to someone
else.

In our example, we passed on to the insurance
company some of our risks. The signed parental
waiver also transferred the risk to the parents to
some extent.
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Management
Procedures in 4-H

Practicing Good
Risk Management

For further reading, there is much
in the literature about risk
management, if you are eager to
learn more.

Risk Assumption: In many cases we decide
that there are risks involved and we accept them.

In the camping example, we will still transport the
youth in vans to the camp site even though we
know there are wrecks everyday. We realize that
if we do everything we can to reduce or

transfer the risks there are still some left. We
agree that the benefit to the youth is worth it.

To the extent possible, participants and their
parents should understand that there is some risk
involved and the relative level of personal risk of
a particular activity.

Risk Avoidance: Avoidance of risk means
removing all risk by avoiding it entirely.

In everyday terms this means to eliminate the
event or component that carries the most risk.
Part of your risk management plan should be a
review of the relative risks and benefits of
programs to determine if there are some risks too
high to assume even when all the possible risk
reduction and risk transfer actions have taken
place. This could even be the case with a high
risk activity of high value to the program.

A situation within the Florida 4-H Program that
illustrates this is the restrictions of 5-7 year olds
from participation in the large animal projects. It
does not mean that 4-H does not recognize the
value of the benefits of owning and caring for
animals by a youth. It does acknowledge that the
Florida 4-H Program recognizes the risks
entailed in this project and therefore is not willing
to assume them.

In summary, risk is inherent in life. To

completely, eliminate risk from an activity you must
eliminate the activity. Part of good 4-H programming
is to identify potential risks, establish policy and
procedures to reduce risks as much as possible, transfer
the remaining risks to the extent possible, then be
willing to assume the risks remaining.
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Insurance Policies and
Procedures

Copies of the policies can be
located in the appendix of this
section or by going the Florida
4-H website.
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Purpose of Insurance

Insurance is a method of transferring risks
referred to earlier. In the 4-H program we transfer
certain risks to insurance policies. The two types of
insurance used are :

1) General Liability Coverage, and
2) Accident and Iliness Coverage.

Each of these types of insurance policies will be
explained regarding coverage for the Florida 4-H
Program.

Liability Insurance

General liability coverage is provided pursuant to
Chapter 284, Part 1, Section 768.28 Florida Statues, an
and rules promulgated thereunder. The certificate of
coverage is granted by the Florida Casualty Insurance
Risk Management Trust Fund. Please review the policy
coverage presented in the appendix for specific details
of the coverage and exclusions.

Who is Covered by the Policy?

The state department or agency named therein
(i.e. University of Florida), their officers, employees,
agents and volunteers.

What is Your Responsibility in Regard to the
Policy?

You or volunteers in the program you manage are
expected to act in good faith to reduce all possible risks
that affect the well being of program participants.
Therefore, this responsibility require appropriate
volunteer training in risk management.

Liability in Leasing County School Buses

When leasing school buses within counties, the
issue of additional liability coverage has been raised. In
1991 this issue was addressed by the University of
Florida General Counsel. A copy of that memorandum
to Extension agents with supporting Florida Statute
citations is in the appendix.
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Accident and lllness Insurance

The University of Florida 4-H Program does not
carry a universal group accident and illness policy for
all 4-H’ers in the state. It does have a group policy of
accident and illness for all 4-H’ers participating in 4-H
state-sponsored events with a signed Florida 4-H
Health Form and provided that the person in charge of
these events has arranged for coverage with the State
4-H Office.

4-H state-sponsored events are such activities as
4-H camp, 4-H Legislature and 4-H Congress. Other
activities conducted and managed through the State 4-
H Events office or the 4-H Camping Centers requiring
registration packets including the signed health forms
and fees fall in this definition. Other events, not
managed by the State 4-H Events Coordinator or
Camp Directors would not be considered to have such
coverage unless special arrangements are made. If in
doubt, ASK!

County Responsibility for Insurance

Each county is responsible to 1) insure their 4-H
members annually and 2) insure all youth participants
in special events planned and conducted at the county
and district levels. This is the best practice to make
sure you have covered yourself and the county in this
risk management practice.

A variety of companies provide group accident
and illness coverage. The Florida 4-H Program uses
American Income Life for its coverage. A copy of this
certificate of policy is available in the appendix for
your information regarding coverage and exclusions.

Health Record Form for Florida 4-H Programs

Health Record Form is a parent release form for
their child. Each child of the family participating in
the activity or event needs to have one filled out. It
contains information such as allergies, medical history,
what steps to take in case of an emergency, and who to
contact in case of an emergency. It must be notarized
to verify that the information was confirmed by the
parent/guardian. This section, if properly filled out,
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Management enables a doctor to treat a child if injured. If it is not

; filled out and the legal guardian is not present, the
Procedures in 4-H child cannot be treated by a doctor no matter how
minor the injury.

This form can be filled out once per child and

Insurance Policies and kept on file at the county extension office to be used
for county events. If the health condition, treatment,
Procedures or emergency contacts change, a new form must be

filled out and notarized.

When to Use the Health Form?

A notarized health form should be carried by all
4-H’ers traveling to and from 4-H out-of-the county
events. The health form is also often required as part
of a pre-event registration packet for state and national
events. This assures that youth in attendance will let
the appropriate medical attention necessary.

For additional health and safety instructions
while attending 4-H camps see the section entitled 4-H
CAMPING.

County Extension Agent Responsibility
Form

This form was created to help ease
communications in case of emergency or disciplinary
actions. This information should be carried with the
County Extension Agent to out of county trips in case
there is a need to contact the CED or another agent. If
the Agent will not be present at the event or activity,
this form should be submitted at the time of
registration for the event or activity.

This form lists persons from the county
extension office, in order of preference, to be
contacted in case of an emergency or disciplinary
action It lists all ways to get into contact with them.
If the contact person will not be available during the
time of the event or activity, they should not be listed
on the form.
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APPENDIX A FLORIDA 4-H CODE OF CONDUCT

AND DISCIPLINE PROCEDURES UNDERSTANDING

Standards of conduct are established below and should be reviewed with all persons prior to leaving the County and by the "adult
in charge" at the beginning of the week. Participants are expected to understand, respect, and act in accord with these standards
as they support the goal of maintaining the health, safety and well-being of all persons attending, while also ensuring that all can
benefit from their planned teaching and learning responsibilities.

VI.

VII.

VIII.

IX.

Standards
Participants are expected to participate in all components of the planned program.
Participants are expected to be responsive to the reasonable requests of the event leader/agent.
Participants will be respectful of their need for personal safety and the safety of others.
The possession or use of alcoholic beverages, non-prescription drugs, narcotics, firearms and/or other weapons, tobacco
and tobacco products, is strictly prohibited at all times.
The malicious destruction or theft of personal, state, county, or 4-H property is unacceptable behavior.
Gambling for money is not permitted.
Participants will remain at the premises of the program/event at all times unless they have been granted permission to leave
by the adults in charge.
Visitation by non-registered persons is discouraged. The event leader/agent should be notified if guests are expected.
Participants will leave the premises in as good or better condition than it was upon arrival.

4-H'ers accused of any of the following will be required to appear before a review board:
Possession or use of illegal drugs or alcoholic beverages;

Theft, misuse, or abuse of public or personal property;

Sexual misconduct;

Possession of weapons or fireworks;

Unauthorized absence from the premises of the event;

Physical assault.

If the accused 4-H'er is found in violation of the offenses listed in 1l above, his/her parents will be notified; and the 4-H'er
will be sent home immediately at the parent's expense, and may be suspended from participation in district, state, national,
and international 4-H activities for a period of up to 12 months.

4-H'ers accused of any of the following may be required to appear before the review board:
Breaking curfew or disturbing the peace;

Unexcused absence from the activities of the event;

Unauthorized use of vehicles during the event;

Physical assault.

If the accused 4-H'er is found in violation of the offenses listed in IV above and receives discipline issued by the review
board, his/her parents will be notified, and the 4-H'er may be sent home immediately at the parent's expenses, and may be
suspended from participation in district, state, national, and international 4-H activities for a period of up to 6 months.

Realizing these guidelines are not "all inclusive," the Extension Service reserves the right to make adjustments to these
policies.

NOTIFICATION PROCEDURES: If a 4-H'er is found in violation of the Code and is to be sent home, the event
leader/agent will notify the agent responsibile for that participant.

REVIEW BOARD: Will be appointed at the beginning of the week by the event leader/agent.

APPEAL PROCEDURES: If a 4-H'er wishes to appeal the decision of the review board, he/she must appeal in writing
through their County Extension Office. Appeals must be filed within 30 days following notification of punishment.

As necessary, the Assistant Dean -- 4-H, shall appoint an appeal board to meet no sooner than 30 days nor later than 60 days
following the date of the 4-H'er request. The appeal board shall consist of:

a. A County Extension Agent c. Three 4-H members (when appropriate)
b. A Volunteer Leader d. Assistant Dean, 4-H (or designate)
Page 1 of 2
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4-H MEMBER AND PARENT AGREEMENT

NAME OF EVENT / PROGRAM:
4-H MEMBER SECTION: | agree to participate in the total event/program with a siprit of enthusiasm and and cooperation. |
will maintain a high standard of behavior while participating in this event/program.

I understand there will be a Disciplinary Committee to render decisions of rule infractions and that | will be under the direct
supervision of the Event Leader/Agent and other adults in charge.

I have read the Florida 4-H Code of Conduct and Discipline Procedures and agree to abide by it.

I understand that refusal to participate within th e guidelines of the program will result in the loss of privelage to participate, and
in my being sent home. | have read and fully understand this agreement.

(Date) (4-H Member’s Signature)

PARENT/GUARDIAN SECTION: An adult extension agent or leader will be present at program/event and designated as the
Event Leader/Agent. This person will be responsible for the discipline and welfare of all participants, will follow the discipline
procedures outlined in the Florida 4-H Code of Conduct and Discipline Procedures, and has the authority to act autonomomously
when procedural avenues have been exhausted. | have read and understand the Code of Conduct and Discipline Procedures. |
understand that my child can be sent home for serious rules infractions. Should this become necessary the following procedure
will be followed:

. The resonsible extension aent or other adult in charge from our county shall be notified by the Event Leader/Agent. | will
then be contacted by our county extension agent or other adult in charge.

. If our county extension agent or other adult in charge is unable to be reached, the Event leader/Agent will then contact me
directly. If I am unable to be reached, the person(s) | have listed as emergency contacts will be called. The person(s)
designated below may act in my behalf.

. If my child must be removed from the event, it is the responsibility of our county extension agent or other adult in charge
to make arrangements with me, or the preson(s) listed below, for transportation of my child from the event to my home.

Release of Liability: In consideration of the Florida 4-H Program’s action in allowing my child to participate in this activity, the
undersigned acknowledges that the proram may involve participation in exercises which may be physically demanding and may
subject the participant to stress, anxiety, and possible hazards, not all of which can be foreseen. It is fully understood that
reasonable precautions will be taken to protect the participant at all times.

In consideration of the benefits from participating in the progra, the undersigned does hereby RELEASE, WAIVE,
DISCHARGE AND COVENANT NOT TO SUE any instructor, leader and/or sponsor of the Program, Florida 4-H Foundation,
the University of Florida, the Board of Regents of the State of Florida and their respective officers, agents or employees from any
and all liability claims, demands, actions, causes of actions and cost arising out ofor related in any way to any loss, damage or
injury th at may be sustained or incurred by my child as a result of particpation in such Florida 4-H activity.

(Date) (Parent/Guardian’s Signature) (Day Telephone) (Evening Telephone)

PERSONS (other than parent/quardian) TO BE CONTACTED IN CASE OF EMERGENCY

Name: Day Phone:( )
Relationship: Evening Phone:( )
Name: Day Phone: ( )
Relationship: Evening Phone: ( )
Page 2 of 2
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APPENDIX B

FLORIDA 4-H REVIEW BOARD PROCEDURES
Purpose
The 4-H Review Board exists for two primary purposes:

1.  To determine whether an offense charged actually occurred, and,
2. If it occurred, what disciplinary action should be taken.

In serving these two purposes, Extension professionals must assure that the rights of the young person
accused are observed.

Rights of the Accused

1. To be informed of the offense with which one is charged,;

2. To have an opportunity to face and cross-examine the accuser; and

3. To have an opportunity to respond to the charges and to present evidence in one's own behalf.
Setting up the Review Board

In accordance with Section V111 of the Code of Conduct, the Review Board should be appointed at the
beginning of any out-of-county event with the composition prescribed in Section IX.

The Board may be convened:
A.  Atthe direction of the Extension professionals in charge or,
B. At the request of the affected 4-H'er.
Orienting the Parties
The Extension member of the Board:
1. Informs the panel and the accused of the Purposes set out above;
2. Advises the Board members and the accused of the offense charged; and

3. Insures that persons not essential to the proceedings are excluded. Witnesses are to be present in
the hearing room only during their own testimony.
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4-H Appeals Board Procedures
Conducting the Hearing
The Extension person in charge should:
1.  Direct everyone present to treat the matter as confidential;
2. Permit the accused to make an opening statement;
3. Permit the accuser to make an opening statement;

4.  Permit either party to present testimony of witnesses and to subject each other's witnesses to cross
examination; and

5. Permit the Board members to question the parties and to call for additional information from the
parties.

NOTE: Witnesses (persons other than the accused or Board members) should be in the room only when
they are being questioned.

Reaching a Determination

1. When the parties have completed their cases and the Board has no further questions, the Board
should excuse all others so that deliberations can begin.

2. The Board then determines by discussion and vote on each of the following points separately:
A. Whether the accused actually committed the offense(s) charged, and
B. What is the appropriate disciplinary measure within the limits set in Sections 111 and V of the Code.

3. The Board then calls in the accused and the Extension member of the Board announces the Board's
decision.

4, If the decision is not favorable to the accused, he/she should be advised that, in accordance with
Section IX of the Code, an appeal may be filed through the County Extension Office.

Role of the Extension Member of the Board

1. Chairs the Board and is responsible for maintaining an atmosphere of order, objectivity, and
fairness. The fact that all direct participants already subscribe to the 4-H Pledge should clearly
eliminate any need for swearing of witnesses.

2. Keeps the proceedings informal, but serious.

3. Insures that sufficient questions are asked to give the Board members enough information to make
find