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Section 8: Cornell Cooperative Extension 
and You, the Volunteer 


 
 
 


Welcome to Cornell Cooperative Extension 
 


We are pleased that you have accepted a volunteer role in Cornell Cooperative Extension. 
From the moment of its inception, Cooperative Extension believed in and relied on volunteers – those 
people who enjoyed sharing their know-how with others.  Today, our volunteer force is as strong as 
ever, helping both adults and youth to improve themselves, their quality of life and their communities 
through an enthusiastic sharing of information and ideas.  You have joined the ranks of nearly 70,000 
volunteers who engage in the delivery, support, management and administration of Cooperative 
Extension programs throughout New York State.  Without your time, talents and expertise we could 
not provide the high quality programs that help 6.3 million New Yorkers “put knowledge to work” each 
year.  We welcome you and thank you. 
 


 
What Volunteers Need to Know About CCE 


 
Cornell Cooperative Extension (CCE) – New York’s Partner in a Nationwide Educational System 
Cooperative Extension is a nationwide system of educational programs that are jointly funded by 
federal, state and county governments.  The U. S. Department of Agriculture is the federal partner 
while land grant universities are state partners.  The passage of two laws by the U. S. Congress made 
this nationwide system possible.  The Morrill Act passed in 1862 established the land grant universities 
and the Smith-Lever Act in 1914 funded the federal portion of Cooperative Extension.  
 
The name Cornell Cooperative Extension reflects this history and partnership: 


Cornell  -         the land-grant university for New York State 
Cooperative -  cooperation among the land-grant institutions, USDA and New York county 


governments. 
Extension -     the extending of Land-Grant university resources into communities, enabling 


all citizens to put research-based knowledge to work in their daily lives. 
 
County governments throughout New York State provide substantial funding for Cornell Cooperative 
Extension programs conducted within their boundaries.  County Cooperative Extension Associations, 
governed by elected Boards of Directors, provide local input to the program development process and 
monitor expenditures to ensure that these funds are used to effectively meet the needs of county 
residents.  The county name is added to the Cornell Cooperative Extension title to identify these local 
Associations. 
 
Empowered by this unique organizational structure, Cornell Cooperative Extension engages citizens 
and community leaders in processes that identify the educational needs of local people, design 
programs that support lifelong learning and initiate actions that improve communities.  This process 
of linking research-based knowledge with local citizen participation is summarized in the CCE 
mission statement. 
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Our Mission 
The Cornell Cooperative Extension educational system enables people to improve their 
lives and communities through partnerships that put experience and research knowledge 
to work. 


Cornell Cooperative Extension fulfills this mission through a commitment to lifelong education that is 
learner-centered and results-oriented.  CCE’s programming is responsive to people’s current needs 
while preparing them for the future.  We collaborate with other organizations, agencies and 
institutions to ensure that practical educational opportunities are accessible in all corners of society.  
We involve local volunteers in every aspect of program development and delivery, ensuring that they 
are both beneficiaries and active partners in this process of educational outreach. 


 
Cornell Cooperative Extension Programs – Based on Research, Focused on Local Needs 
The educational programs of Cornell Cooperative Extension vary from County to County.  Many factors 
influence local programs including local needs and interests, local and national issues, and resources 
available to support local programs.  Land-grant university research is a basic component of program 
support, and information about individual and community needs has a crucial influence on the 
research agendas of land grant universities. 
 
Statewide program initiatives are established to facilitate programming in the areas of commonality 
across the state.  Initiatives are reviewed and revised on a regular basis and resources are redirected 
to address new issues as needed. 
 
Cornell Cooperative Extension’s current program initiatives are: 


• Agriculture & Food Systems 
• Children, Youth & Families 
• Community & Economic Vitality 
• Environment & Natural Resources 
• Nutrition, Health & Safety 


 
More information about these initiatives can be found on the Cornell Cooperative Extension website. 
www.cce.cornell.edu/about_cce.cfm 
 
Cornell Cooperative Extension Includes All People 
Cornell University’s statement on diversity and inclusiveness concludes with the assertion that 
“Cornell is committed to act responsibly and forthrightly to maintain an environment that opens 
doors, opens hearts and opens minds.”  This spirit of inclusiveness lies at the core of Cornell 
Cooperative Extension’s plan for ensuring equal program opportunity. 
 
In compliance with federal law “Cornell Cooperative Extension actively affirms equality of program 
and employment opportunities regardless of race, color, national origin, religion, disability, age, 
gender, sexual orientation or marital status.”  With respect for the spirit of the law, Cornell 
Cooperative Extension values, is committed to, and embodies pluralism as a long-term investment in 
the future.  To fulfill this commitment CCE: 


• interacts with all people about their interests and needs; 
• develops and delivers programs that address these needs; 
• trains staff and volunteers to program with and for diverse audiences; 
• joins with other groups and organizations in developing, providing, and evaluating programs; 
• tolerates no form of discrimination against any group in program participation or involvement 


in the program development process. 
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At the county level it is the County Association’s Executive Director who is responsible to ensure 
compliance with equal opportunity laws and Cornell Cooperative Extension’s Affirmative Action 
Policy.  This policy includes procedures for addressing alleged violations or misapplications of policies 
related to equal program opportunity.  Volunteers may request a copy from their supervisor, the staff 
member responsible for their assigned program or from the Executive Director. 
 
 


What Volunteers Receive from CCE  
 
Cornell Cooperative Extension is committed to making your volunteer experience as satisfying for you 
as it is valuable to the accomplishment of our mission.   Therefore you can expect: 


• orientation, training and supervision that enhance effective use of your interests, skills and 
time 


• pertinent information and communications appropriate to your status  
• respect, recognition and trust earned through performance 
• a safe environment and protection from liability claims arising from volunteer assignments 
• a process for addressing concerns and conflicts 


 
Beyond these basics that prepare you for your volunteer role and support you as you carry it through, 
you should benefit personally from your relationship with Cornell Cooperative Extension.  You will 
have access to educational resources, build friendships with other volunteers, discover new interests, 
develop new skills and have an impact on your community.  We hope you will take full advantage of 
these opportunities. 


 
 


Responsibilities of CCE Volunteers to Cornell Cooperative Extension 
 
Since CCE volunteers act as representatives of Cornell Cooperative Extension when performing 
assigned duties you have the responsibility to: 


• abide by CCE policies and external regulations that govern your actions 
• execute CCE business in an ethical manner and uphold the established code of conduct 
• preserve the confidentiality of information about clients and CCE internal affairs that may be 


entrusted to you 
• accept only those assignments that are suitable to your capabilities and time availability and 


then fulfill those commitments 
• use time wisely and work as a team member with CCE staff and other volunteers 


 
 


Volunteer Insurance Coverage 
 
General Liability – County Association Volunteers 
Cornell Cooperative Extension’s County Association’s Liability insurance protects you from bodily 
injury and/or property damage claims only when you are acting within the scope of your assigned 
volunteer responsibilities.  If you have personal insurance (e.g., Homeowners, Renters, or Personal 
Umbrella) that includes liability for volunteer activities, the association's general liability program will 
act as excess coverage for you.  If you do not have such personal insurance, the Cooperative Extension 
Association's General Liability Program will apply, provided the incident is within the scope of the 
insurance coverage. 
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Board Members 
New York State law protects Directors and Officers of charitable not-for-profit organizations from 
lawsuits for activities directly related to those official positions, provided your actions do not 
constitute gross negligence.  Claims involving discrimination, workplace harassment, wrongful 
termination, or other policy or management errors are not covered by general liability insurance but 
they are covered by Employment Practices Liability insurance if the County Association elects to 
purchase this insurance coverage.  The Executive Director of your county Cornell Cooperative 
Extension Association will inform Board Members about current local coverage. 
 
 
Automobile Coverage 
If you use your personal vehicle for CCE business your vehicle must be insured in accordance with the 
New York State Motor Vehicle Law.  No liability, collision, comprehensive or no-fault insurance 
coverage is provided by CCE and you are not covered for side trips.  By law, you are financially 
responsible for any auto accidents when you are at fault.  If the County Association has appropriate 
primary coverage the CCE insurance provides excess liability coverage in the form of “non-owned auto 
coverage” when volunteers drive their own vehicles for CCE business.  If a volunteer is driving an 
Association vehicle they are covered by the Association vehicle insurance. 
 
 


Using Official Names and Artwork 
 
The names and artwork (trademarks, insignia, logos, emblems, images, and the like) associated with 
Cornell University, Cornell Cooperative Extension, the 4-H Youth Development Program (including, the 
4-H Club program and all other CCE 4-H youth programs), the Master Gardener Program, the Sea Grant 
Program and other Extension programs are regulated either by license, law or program guidelines.  
The situations in which the names and artwork may be used, the manner in which they may be 
displayed, the text style and colors required for their reproduction and the size and placement of any 
official artwork in relation to any other artwork are all specified. 
 
The use of official names and artwork is an important way of identifying Cornell Cooperative Extension 
programs and building a positive image in the community.  However, given the complexity of the 
regulations, you should check with the staff member in charge of your program whenever you want to 
use an official name or artwork in exhibits, promotional materials, etc.  In all cases use of an official 
name and/or artwork on items such as T-shirts, caps, key chains, mugs, pens, etc. must be approved 
by the appropriate authority. 
 
It is also important to distinguish between Cornell University and Cornell Cooperative Extension.  
While Cornell University is the New York State Land Grant University that administers Cornell 
Cooperative Extension, these are two separate entities.  Therefore, when referring to Cornell 
Cooperative Extension, always use the full title rather than simply “Cornell” which is understood to 
mean Cornell University. 
 


Fundraising Policies 
 
Volunteers periodically engage in activities that raise funds to expand resources for Cornell 
Cooperative Extension programs, to reduce expenses for program participants or to provide special 
training opportunities for volunteers.  To ensure that fund raising activities are consistent with 
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Cornell Cooperative Extension policies and operating procedures staff must be consulted during the 
planning stages and must approve: 
 


• the purpose of the fund raiser 
• the type of fundraiser (This includes checking with P.W. Wood & Son, Inc. to ensure that 


the  activity is covered for liability insurance.) 
• the plan for the disbursement of the funds raised 
• any expenses to be reimbursed from the proceeds 


 
Additional guidelines that pertain to fundraising within specific programs are included in Section 4: 
Money Matters.  Additional county policies may also apply. 
 
 


Preventing Accidents and Preparing for Emergencies 
 
As a CCE volunteer you share with Cornell Cooperative Extension responsibility for the health and 
safety of those who participate in the activities you lead.  Basic guidelines for protecting yourself and 
program participants are listed below.  More specific safety instructions and emergency procedures 
can be found in the county section of this handbook and the Cornell Cooperative Extension Youth 
Protection Policy, or from your local 4-H Youth Development Program Leader.  Review these 
instructions and procedures periodically to keep them fresh in your mind. 
 
Basic Guidelines: 


• Do not deviate from the instructions given during training classes or from the procedures 
detailed in printed program materials. 
 


• Before using any tool, piece of equipment or hazardous material for the first time request 
safety instructions and follow them. 
 


• Explain and demonstrate safety procedures and the proper use of tools and equipment to those 
you teach or lead. 
 


• Before beginning an assignment or starting a program find out where the first aid kit, list of 
emergency procedures and emergency phone numbers are located.  If you will be at a facility 
that is not owned or managed by Cornell Cooperative Extension take these items with you. 
 


• In case of an accident, medical emergency, natural disaster or other major incident put a 
responsible individual in charge of your group before starting to follow the emergency 
procedures.  Contact the CCE Executive Director or other designated emergency contact as 
soon as possible and refer all inquires to that person.  Do not make any statement or give any 
information to media people or anyone other than Cooperative Extension staff and 
emergency personnel. 


 
• If an incident of any kind results in personal injury or property damage the following 


information should be gathered while it is fresh in everyone's minds - 
• Name, address, phone number of injured person(s) 
• Complete description of events causing injury or property damage 
• Name, address, phone number of witness(es) (VERY IMPORTANT) 








Tool L-10 


  
 


 
Room to Improve Your 4-H Club Meeting 


 
This document is appropriate for clubs whose members are in grade 4 or higher. 


 
About the Club Meeting:  The club meeting is "4-H" to the young 4-H'er. Belonging to a club 
and attending meetings appeal to the 9- to 11-year-old.  Many young people go to "bad" 
meetings because they simply want to belong to a club. 
 
 A "good" 4-H meeting: 


• is a social experience. 
• is an opportunity to develop leadership skills. 
• makes 4-H'ers feel good about themselves. 
• helps 4-H'ers discover new ideas. 


 
Making Meetings Fun 
Thoughtful planning goes into a "good" meeting. Consider how to: 


• get each 4-H member involved. 
• give out warm fuzzies (kind or complimentary remarks) to 4-H'ers. 
• have group activity. 


 
To get each 4-H member involved, observe who does what during the business 
meeting, the program, and recreation.  Rather than "letting things happen," ask 
shy members to do something during the meeting.  Some need to be encouraged 
while others need to he held back.  To help you plan meetings, refer to 
"Conducting a 4-H Meeting." 
 
Give out "warm fuzzies" to make each 4-H member feel special.  Use cotton balls 
for "warm fuzzies" and give to deserving 4-H'ers at each meeting.  Before the 
meeting, decide who needs a "warm fuzzy" and when to give it. 
 
Group activities make learning fun and exciting. Some strategies you might use are 
small group discussions, brainstorming, role-playing or games.  Orient resource 
people before the meeting on how to involve the 4-H'ers.  You could suggest: 
 


• a "hands on" experience. 
• a listening team. 
• brainstorming to generate questions. 


 
Your Leadership Style Counts 
Leadership style is how you work with people to accomplish a goal.  Place a check 
beside strategies you find useful: 


 
_____ involvement _____ guilt _____ persuasion 
_____ fun _____ power _____ do nothing 


 
You may discover that you use several strategies depending on the situation. The 
"best" style is the one that is successful in getting results with each individual and 
each group. 
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Lesson for Evaluating Your 4-H Meeting 


 
Purposes 
 


1. For 4-H members, parents and leaders to dialogue about the 4-H 
meetings. 


 
2. To provide feedback to meeting planners that will be constructive 


toward improving the meetings.  
 
Time Required:  20 minutes 
 
Materials: 
 


• Copies of the "4-H Meeting Checklist" for each member 
• Pens or pencils for each member 


 
Lead In 
 "The 4-H Motto is 'to make the best better.' This also applies to our 4-H meetings. 
How you feel about the meeting is important to those who plan them, your officers 
and the volunteer leaders. Most important, knowing how you feel can help improve 
the meetings. 
 
 We want you to discuss what you like and what you dislike about the 4-H 
meetings. Then you will get to grade our meetings." 
 
Procedure 
 


1. Divide the group into small groups of four or five individuals in each group. 
Ask each group to select a chairperson and a secretary to record ideas.  


2. Instruct the chairman to lead a discussion about what members like and 
dislike about the 4-H meetings.  Ask the group secretary to record ideas.  


3. Allow five minutes for discussion and ask the group secretary to be 
prepared to share the report with the total group.  Ask each group to give 
one like and one dislike.  f possible, write ideas on newsprint, blackboard, 
or paper bag for all to see. 


4. Thank all the 4-H'ers for their participation.  Pass out the "4-H Meeting 
Checklist."  Ask each member to think about the meetings they have 
attended in the last year and to check "yes" or "no" by each of the items 
listed. 


5. Collect the checklists for future analysis. 
 
Let's Talk About It 
 


1. How did you feel about discussing our 4-H club meeting? 
2. Do you feel that we can improve on our meetings and make everyone feel 


good? 
3. What can we do to make new members feel more welcome? 
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4-H Meeting Checklist 
 
 Yes No 
 
1.   Did you discover one new idea? _____ _____ 
 
 
2.   Did you get to speak to the group during any part of a meeting?  _____ _____ 
 
 
3.  Did you get to do anything with another person or persons during the meetings? _____ _____ 
 
 
4.   Did you have time to talk and play with your friends? _____ _____ 
 
 
5.   Did you feel good about yourself during the meetings?  _____ _____ 
 
 
6.   Did you understand what took place during the business part of the meetings? _____ _____ 
 
 
7.   Were you involved in planning a meeting? _____ _____ 
 
 
8.   Did you learn anything you will practice at home?  _____ _____ 
 
 
9.   Do you like to come to 4-H meetings? _____ _____ 
 
 
1O. Would you describe your meetings as: (circle one) 
 


Exciting               Interesting               Dull               Boring 
 
 
11. Is there anything else you want to say? 
 
               
 
               
 
               
 
               
 
               
 
 
Prepared by: Judy M. Groff, Extension 4-H Specialist Published by THE NORTH CAROLINA AGRICULTURAL 
EXTENSION SERVICE. 
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Troubleshooting 4-H Club Problems 


 
 
 
Lack of Participation - Members do not participate in group activities. 
 


• Members may not be interested in the program or activity.  They may not understand the 
goals or the goals are inappropriate for members’ age, needs or interests. 


­ Involve all members in setting goals and in planning the programs and activities. 


­ Keep lines of communication open. 
 


• Members may feel insecure 


­ Let younger, inexperienced members serve on a committee where they can gain 
experience before giving a big assignment. 


­ Give each member responsibility for at least one important task. 


­ Promote a friendly, helpful group spirit – no one laughs or ridicules a person who 
“goofs.” 


 


• More aggressive members may not give others a chance to participate. 


­ Develop a group goal that “everyone participates.” 
 


• Members may not know how to participate. 


­ Teach members how to perform the role or assignment if they don’t know how. 
 


• Meeting schedule may be in conflict with other activities/commitments. 


­ Change meeting time to meet needs of group. 
 


• Members may be forgetful. 


­ Distribute club calendars to all members. 


­ Use reminder phone calls (can be assigned to a member or parent). 
 
Lack of Interest in the Educational Program – Members only attend the social functions. 
 


• Members do not identify their personal goals with those of the program. 


­ Involve members in setting group goals. 
 


• Members may not have had a large enough role in planning the program. 


­ Work in close partnership with members to plan the programs they want. 
 


• Members may not find a satisfying role in carrying out the programs. 


­ Ensure that all members have challenging responsibilities that they can carry out 
successfully. 


­ Recognize members for their contributions. 
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Declining Membership – Members are dropping out; the group does not attract new members. 
 


• Present members may be cliquish and fail to welcome prospective or new members. 


­ Strive to improve atmosphere – make it warmer, more friendly. 


­ Help cliquish members to recognize the result of their behavior and to work at 
making all members feel liked and wanted. 


­ Give newer members responsibilities so they will have a role in the organization and 
feel important to the group. 


­ Recognize members for what they do. 


­ Make a list of prospective members and extend friendly, personal invitations. 


­ Invite prospects to go to a meeting with you. 
 


• The program may not be of interest to current or prospective members or they may not 
know enough about it. 


­ Make sure present and prospective members understand the purposes of the group. 


­ Publicize the program and activities. 
 


• Some members or prospective members may not have a way to get to meetings. 


­ Arrange car pools. 
 
Disorderly Meetings – Meetings are disorganized or plagued by interruptions when members 


come late or change the topic of discussion. 
• The group has fallen into bad habits. 


­ Discuss problems openly with members, but without placing blame.  What standards 
do they want? 


­ See the problems described above; any of these could cause disorderly meetings. 


­ Review responsibilities of club officers and reinforce procedures. 
 


• Members are coming late. 


­ Change the meeting time. 


­ Open with the most attractive parts of the program. 


­ Run recreational activities as members arrive. 
 


• Members may not know what is expected. 


­ Encourage members to state their expectations. 
 


• Meetings are not appropriately structured or are not well planned. 


­ Refer to “Tips for Conducting Club Meetings” on pages 3-4 to 3-9 of the New York 
State 4-H Leader Handbook. 


 
Poor Group Relationships – There is bickering and jealousy among members; members want to 


run the show and feel that the adults dominate. 
• Individuals may not understand their own motivation or that of others. 


­ Discuss basic motivations – why people act as they do. 
 - Work to develop mutual understanding and trust among members and between 


members and leaders; when a statement or behavior is inappropriate, ask, don’t 
assume you know the reason behind it. 
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• Individuals cannot distinguish between differences in ideas and differences in personalities. 


­ Accept members as they are; don’t make your approval and acceptance dependent 
upon their behavior. 


­ Help members to focus on what is being said, rather than who is saying it. 


­ Focus on contribution and appreciation.  “Your contribution counts.”  “We 
appreciate what you have done.” 


 


• Individuals may feel insecure and therefore are excessively shy or aggressive. 


­ Build self-confidence and feelings of worth by focusing on each member’s assets and 
strengths.  “I like the way you handled that.”  “I appreciate what you did.” 


­ Let the members know their worth.  Recognize improvement and effort, not just 
accomplishment.   


­ Encourage cooperation rather than competition. 


­ Focus on the member’s ability to manage his or her life and make decisions.  Do not 
anticipate failure.  “I trust you to become responsible and independent.” 


 
Lack of Parental Support - Parents don’t attend meetings, parents don’t encourage their 
children, and/or parents don’t accept their own responsibilities.   
 


• Parents don’t know what 4-H is all about and/or don’t get timely information about club 
activities. 


­ Use a club newssheet. 


­ Hold parents meetings. 


­ Involve the entire family in the program planning process. 
 


• Parents don’t have a role in the club meeting; they have not been asked to participate or 
have been left out of everything except the chores. 


­ Refer to “Involve Parents –‘4-H is a family affair’” on pages 3-9 and 3-10 of the New 
York State 4-H Leader Handbook. 


­ Use Tool L-15, “Parents Can Help In Our 4-H Program” to find ways to involve 
parents. 


­ Use Tool L-14, “ 4-H Parent Participation Survey” to discover what parents are 
willing to contribute and then ask them. 


­ Create parent committees that meet at the same time the club meets. 


­ Create job descriptions and ask directly for specific leadership roles. 
 


• Parents don’t understand the developmental needs of their children. 


­ Talk with parents about how specific 4-H projects and activities contribute to their 
children’s development. 


­ Inform parents about ways they can contribute to their child’s success.  
 


• Parents have not been recognized or given credit for the work they’ve done. 


­ Thank parents when you see them; call them when they’ve done a bit extra. 


­ Hold a parent’s appreciation and recognition night. 
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Ways to Say “Good for You” 
 


 
Being positive is a good teaching technique.  If you believe your members “can” they will think so too.  
If your members believe they “can” they “will.”  Emphasize the positive by using some of the 
following: 
 
 
 


☺ You really out-did yourself today. 


☺ This kind of work pleases me very much. 


☺ Congratulations! 


☺ That’s right. Good for you. 


☺ Terrific. 


☺ I bet your Mom (Dad) would be proud to see 
the job you did on this. 


 


☺ Beautiful. 


☺ Good job. 


☺ Excellent work. 


☺ I appreciate your help. 


☺ Very good.  Will you show the group? 


☺ Thank you for (sitting down, being quiet, 
getting right to work, etc.) 


 


☺ That’s an interesting point of view. 


☺ You’ve got it now. 


☺ Nice going. 


☺ Marvelous. 


☺ You’re on the right track now. 


☺ That’s top quality work. 


☺ That’s really nice. 


☺ Thank you very much. 


☺ That’s an interesting way of looking at it. 


☺ I like the way the group has settled down. 


 


 


 


 


☺ Keep it up. 


☺ Wow! 


☺ That’s great. 


☺ I like the way you’re working. 


☺ Keep up the good work. 


☺ I’m very proud of the way you worked (are 
working) today. 


 


☺ Everyone’s working so hard. 


☺ That’s quite an improvement. 


☺ Much better. 


☺ It’s a pleasure to be with you. 


☺ What neat work. 


☺ That looks like it’s going to be a great 
(report, project, talk, exhibit, etc.) 


 


☺ It looks like you put a lot of work into this. 


☺ That’s clever. 


☺ Very creative. 


☺ Very interesting. 


☺ Good thinking. 


☺ Now you’ve figured it out. 


☺ That’s a good point. 


☺ That’s a very good observation. 


☺ That certainly is one way of looking at it. 


☺ That’s coming along nicely. 








Tool L-15 
4-H Parent Participation Survey 


 
Parents are very important to the success of our 4-H club.  In addition to the support and 
encouragement you give to your own child, each of you has special skills and talents that can benefit 
the whole group.  We would like to involve you in ways that best fit your interests and schedules.  
Please help us by completing this survey.  One of the leaders will call you to schedule your 
participation. 
 
 
4-H member’s name______________________________________________________________ 
 
Name of parent/guardian_________________________________ Phone___________________ 
 
 
 
In what way(s) might you be able to help our 4-H club?  Please check all possibilities.  
 
_____ Teach a project.  What type of subject matter?__________________________________________ 
 
_____ Teach a Cloverbud activity. 
 
_____ Coordinate our club members’ participation in a county 4-H activity.  Which one?_____________ 
 
_____ Assist with a club community service activity. 
 
_____ Help members (one or more) prepare their public presentations. 
 
_____ Assist with fundraising. 
 
_____ Provide transportation to one or more 4-H activities. 
 
_____ Chaperone a 4-H trip. 
 
_____ Provide general assistance at one or more club or project meetings. 
 
_____ Provide refreshments for one or more club meetings. 
 
 
 
In which 4-H program area(s) do you have the greatest interest? 
 
_____ Citizenship & Civic Education 
 
_____ Communications & Expressive Arts 
 
_____ Consumer & Family Science 
 
_____ Environment & Earth Science 
 


_____ Healthy Lifestyles 
 
_____ Personal Development & Leadership 
 
_____ Plants & Animals 
 
_____ Science & Technology


(over) 
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What personal interests or hobbies would you be willing to share with 4-H members? 
 
_____________________________________________________________________________________ 
 
 
 
When are you most available to help? 
 
 Season: _____ Summer    _____ Fall    _____ Winter    _____ Spring 
 
 
 Day :     ____ Mon.    ____ Tues.    ____ Wed.    ____ Thurs.    ____ Fr.    ____Sat.  ____ Sun. 
 
     
 Time:    _____ Morning     _____ Afternoon     _____Evening 
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Parents Can Help in Our 4-H Club Program 
 
 


TO GAIN PARENTS’ COOPERATION: 
• Visit the parents of all your members. 
• Ask parents to help. 
• Praise and give thanks freely. 
• Help members to entertain parents. 
• Talk with the parents about 4-H work. 


 
WHAT PARENTS CAN DO: 


• Hold meetings in their homes. 
• Help with project work. 
• Serve on committees to help plan and conduct events. 
• Share special talents and skills. 
• Encourage record keeping. 
• Help members get to meetings and events. 
• Help members select, finance, and manage projects. 
• Help secure other qualified adults to assist with products and activities. 
• Attend 4-H meetings and events. 


 
PARENTS CAN RECEIVE SATISFACTION AS THEY: 


• See children grow from 4-H experiences. 
• Learn new skills and knowledge. 
• Meet new friends and families. 
• Contribute to the growth of others. 


 
METHODS TO RECOGNIZE PARENTS: 


• Give praise and say thank you. 
• Provide public recognition of parents’ efforts. 
• Have a special event for parents. 
• Encourage members to recognize parents’ efforts. 
• Include parents in 4-H news stories. 


 
USING PARENT’S SKILLS: 


• Supplements your abilities. 
• Provides varied and enriching activities. 
• Gives parents an opportunity to help in all phases of the program. 
• Gives parents an opportunity to learn about 4-H. 


 
LEADERS NEED TO KNOW: 


• Physical and mental limitations and capabilities. 
• Social or religious habits which might influence programs. 
• Special abilities and interests. 
• Family situation. 
• Other demands on the members’ time. 
 


INFORM PARENTS + ASK PARENTS = PARENT COOPERATION 
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Welcome to the 4-H Family 
 


 
 
 


Dear 4-H Leader, 
 
Having become a 4-H leader you are united with a special group of people who believe that 
adults and youth can learn, grow, play and serve their communities in partnership with one 
another.  Over time a 4-H club leader becomes teacher, coach, confidant and friend to the  
4-H club members.  Close bonds develop among the members, their families and their 
leaders.  Within the family-like environment of a 4-H club youth are supported as they 
venture to try new things, their accomplishments are affirmed when they succeed and their 
confidence is bolstered when they face disappointment.  Without its leader this nurturing 4-H 
family would not exist.  We thank you for caring enough to accept this important role. 
 
In this same spirit of family the 4-H staff extends our support to you.  Starting with this book, 
we will provide the resources, instruction and guidance you need to make your leadership 
experience effective, satisfying and enjoyable.  We urge you to take full advantage of the 
training programs, project workshops and leader meetings that will be available for you.  We 
invite you to call the 4-H Youth Development staff whenever you have questions or 
experience difficulties within your club.  Welcome to the 4-H family! 
 
As a 4-H leader in New York State you are also a Cornell Cooperative Extension Volunteer.  
Board and committee members, office assistants, instructors and volunteers serving in many 
other capacities are essential to the success of Cornell Cooperative Extension’s broad variety 
of programs throughout New York State.  The Cornell Cooperative Extension Volunteer 
Involvement Policy guides staff in the selection, training and supervision of all CCE 
volunteers.  It also details the responsibilities of volunteers to CCE.   Your volunteer position 
description, Code of Conduct and Volunteer Agreement are all based on that policy.  We 
recommend that you insert these important documents behind Section 8 of this handbook. 
 
 The Cornell Cooperative Extension 4-H Youth Development staff is committed to enabling 
your success as a 4-H leader and we look forward to working with you. 
   
 
 Sincerely,   
 
Cathann A. Kress 
 
Cathann A. Kress, PhD 
Director, Youth Development 
National 4-H Headquarters 
CSREES/USDA
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How to Use This Book 
 
 


This handbook summarizes the information you learned during your volunteer orientation 
session and presents both background and practical information about the 4-H Youth 
Development Program, 4-H club activities and special events.  You may use it as a self-
training manual to help you learn your job as a new 4-H leader, as a reference book to find 
information about up-coming 4-H events and activities and as a resource to help you and your 
members to plan a well balanced 4-H club program each year.  Here are some suggestions for 
specific uses to get you started: 
 


♦ To understand the real reasons behind the things we do in 4-H and the way we go 
about doing them read Section 1 –“What is 4-H?”  When you have questions or 
suggestions from members or parents who would like your club to do different 
things or to do things differently, referring to this section will help you determine 
whether their suggestions are compatible with the purposes and mission of the 4-H 
Youth Development Program. 


 
♦ Before you conduct a club organizational meeting with parents read through 


Sections 2 through 4.  These topics will guide your decision making as the 
organizational aspects of your club are discussed and program options are 
considered. 


 
♦ Section 5 will help you guide your members in the selection of their projects. The 


information presented in that section should also be discussed with all project 
leaders who work with your members. 


 
♦ Refer to Section 6 when you receive information about up-coming 4-H events and 


activities.  You will also want to read the information about 4-H community service 
and service learning activities included in that section before your members select 
their service activities for the year. 


 
♦ Section 7 will help you to understand the unique aspects of working with teens. As 


your club members mature, be sure you encourage your members to get more 
involved with planning their educational opportunities in 4-H. 


 
♦ Section 8 will help you to understand the workings of Cornell Cooperative Extension 


and its relationship with Cornell Cooperative Extension Volunteers. 
 


♦ Appendix: “Policies and Procedures” will help you understand the 
recommendations, requirements and restrictions that apply to your activities as a  
4-H Leader. 








Tool L-1 
 


 
 


4-H Club Planning Calendar 
 
 
 


Club Goals for the Year 
 
1. _______________________________________________________ 
 
2. _______________________________________________________ 
 
3. _______________________________________________________ 
 
4. _______________________________________________________ 
 
5. _______________________________________________________ 
 
6. _______________________________________________________ 


 
Month Program, Event or Activity Committee or Person(s) Responsible 


September 
Theme: 
 
 


Business Items:  


Program:   
 
 
 
 
Mtg. Place: 
 
 


Recreation – Refreshments:  


October 
Theme: 
 
 


Business Items:  


Program:   
 
 
 
 
Mtg. Place: 
 
 


Recreation – Refreshments:  
 
 
 


 







Tool L-1 
Month Program, Event or Activity Committee or Person(s) Responsible 


November 
Theme: 
 


Business Item:  
 
 
 


Program:  
 
 
 


 
 
 
 
Mtg. Place: Recreation – Refreshments:  


 
 
 


December 
Theme: 
 


Business Item:  
 
 
 


Program:  
 
 
 


 
 
 
 
Mtg. Place: Recreation – Refreshments:  


 
 
 


January 
Theme: 
 
 


Business Item:  


Program: 
 
 
 


  
 
 
 
Mtg. Place: Recreation – Refreshments: 


 
 
 


 


February 
Theme: 
 


Business Item: 
 
 
 


 


Program:   
 
 
 
Mtg. Place: Recreation – Refreshments:  
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Month Program, Event or Activity Committee or Person(s) Responsible 


Business Item:  March 
Theme: 
 
 
 
 
 


Program:  


Mtg. Place: 
 
 
 


Recreation – Refreshments:  


April 
Theme: 
 
 


Business Item:  


Program:   
 
 
 
Mtg. Place: 
 
 
 


Recreation – Refreshments:  


Business Item:  May 
Theme: 
 
 
 
 
 


Program:  


Mtg. Place: 
 
 
 


Recreation – Refreshments:  


Business Item:  June 
Theme: 
 
 
 
 
 


Program:  


Mtg. Place: 
 
 
 


Recreation – Refreshments:  
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Month Program, Event or Activity Committee or Person(s) Responsible 


July 
Theme: 
 


Business Item:  


Program:   
 
 
 
Mtg. Place: 
 
 


Recreation – Refreshments:  


Business Item:  


Program:  


August 
Theme: 
 
 
 
 
 
 
 
Mtg. Place: 
 
 


Recreation – Refreshments:  
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4-H Club $$$$$ Checklist 


 
 
At the beginning of the club year... 
 


 Elect a Treasurer  


 Appoint an Adult Advisor to the Treasurer 


 Review Treasurer's responsibilities  


 Review the Financial Procedures for 4-H Clubs 


 Estimate expenses and determine whether a fundraiser will be needed. Please plan ahead! 
 
 
 
During the club year… 
 


 Keep track of all income and expenses.  


 Keep any money in a safe and secure place.  


 Give a treasurer's report at each business meeting.  


 Reconcile the cash, receipts and bills with the treasurer's book monthly. 


 If fundraising activities are planned, apply for permission to raise funds in the name of 4-H 
at least 30 days before the event or sale kick-off date.  


 


 If fundraising activity requires collection of sales tax, register with the New York State Tax 
Department. (See Tool L-22) 


 


 If applicable, file quarterly sales tax report and make payments before deadline. 
 
 


At the end of the club year… 
 


 Verify that cash, accounts and records agree (AUDIT).  


 File audit report with 4-H club minutes. 


 Send Financial Statement to the Cornell Cooperative Extension 4-H Office.  


 








Tool L-23 


4-H Program Categories 
 
4-H projects and activities are categorized into eight nationally defined program (curriculum) areas as 
described below: 
 
Citizenship and Civic Education 
4-H members gain an understanding of democratic principles and explore the rights, privileges and 
responsibilities of U.S. Citizenship.  Emphasis is placed on the relationship of citizens to one another 
through community service, service learning, cultural education (exchanges, heritage and 
multicultural activities), and intergenerational programs. 
 
Communications and Expressive Arts 
Projects and activities in this area help 4-H members learn to express themselves clearly, confidently 
and creatively through public presentations, writing, photography, art, crafts, music and drama. 
 
Consumer and Family Sciences 
Home-centered projects and activities help 4-H members build the capacity to meet their changing 
needs as they grow individually and progress through the stages of family life.  Youth learn about 
human development, interpersonal relations and the management of resources through projects in 
child care and babysitting, clothing and textiles, consumer education, home environment, 
parenting and family life. 
 
Environmental Education and Earth Sciences 
Projects and activities are designed to create environmental awareness and build a commitment to 
environmental stewardship.  4-H members learn about nature and ecology, wildlife and geology, 
water, weather and soils, composting and recycling, energy production and the responsible use of 
natural resources for recreational and economic purposes.  Many kinds of outdoor recreational 
activities are used as educational vehicles in this program area. 
 
Healthy Lifestyles Education 
Through this program area young people are enabled to accept responsibility for maintaining and 
improving their physical, intellectual, emotional and social health and to acquire patterns of living 
that foster concern for health, nutrition, fitness, safety and quality of life for themselves and 
others. 
 
Personal Development and Leadership 
Youth explore and learn about themselves, set personal goals, develop life skills and competencies, 
interact with peers, develop social and leadership skills, develop personal values and ethical character 
traits.  Development of these skills and characteristics is often the focus of special youth conferences, 
workshops, camping experiences and other group events and activities. 
 
Plants and Animals 
Youth are introduced to biological principles, breeding, growth, processing, marketing and consumer 
utilization of food, fiber, and non-food products and services through projects and activities related to 
gardening, pets, livestock, horses, poultry and aquaculture. 
 
 Science and Technology 
Through this program youth experience fundamental scientific processes, learn basic principles and 
develop skills needed to solve technical problems. Project areas include biological sciences, physical 
sciences, technology and engineering (aerospace, automotive, bicycle, computers, electricity and 
electronics, engines, wood science and industrial arts). 








 
New York State 4-H Club Leader Handbook, Cornell Cooperative Extension, 6/2003 


 
iii 


New York State 4-H Club Leader Handbook 
 


Table of Contents 
 
 
Topic              Pages  
 
Welcome to the 4-H Family  
     


• Welcome letter                   iv 
• How to use this book              v 


 
Section 1: What is 4-H?        1-1 to 1-5 
 


• A brief definition              1-1 
• Youth Development Principles            1-1 
• What Makes 4-H Different?             1-2  
• Does Participation in a 4-H Club Really Make a Difference?         1-4 


 
 


Section 2: Basic Facts about 4-H Clubs      2-1 to 2-4 


 


• The 4-H Club – What is it?             2-1 
• Types of 4-H Clubs              2-1 
• Membership Requirements              2-2 
• Volunteer Leaders              2-2 
• Equal Program Opportunity             2-3 
• 4-H Club Names              2-3 
• 4-H Symbolism              2-3 
• 4-H Pledge/Colors/Club Emblem            2-4 
• Clover Usage               2-4 


 
 
Section 3: Practical Tips for Organizing and Conducting    3-1 to 3-12 


      a Successful 4-H Club Program 
 


• Planning – the Key to Success             3-1 
- The new club organizational meeting 
- Planning a Club Program 
 


• Getting Started              3-3  
- The first and second meetings of a new club 
- Succeeding meetings 
- Chartering 
 


• Tips for Conducting Club Meetings                 3-4 
- Structure Meetings Appropriately 
- Manage Project Activities for Safety, Efficiency  
     and Effective Learning 
- Use the 4-H Business Meeting as a Developmental Tool 
- Use Positive Behavior Management Techniques 
- Use Ceremonies to Build Cohesiveness among 4-H Members 







 
New York State 4-H Club Leader Handbook, Cornell Cooperative Extension, 6/2003 


 
iv 


- Evaluate Meetings Regularly and Take Action When Problems Arise 
 


• Motivate Members through Positive Reinforcement          3-9 
 


• Involve Parents – “4-H is a family affair”           3-10 
 


• Involve Junior Leaders             3-11 
• Communication – an Important Two-way Street          3-12 
 


• Section 3 Toolkit 
- Tool L-1 – 4-H Club Planning Calendar 
- Tool L-2 – Tips for 4-H Meetings. 
- Tool L-3 – CCE Youth Protection Guidelines 
- Tool L-4 – The 4-H Business Meeting – Agenda Planner 
- Tool L-5 – 4-H Member’s Code of Conduct 
- Tool L-6 – Installation of 4-H Club Officers  
- Tool L-7 – New Member Induction 
- Tool L-8 - Presentation of Colors 
- Tool L-9 – 4-H Candle Lighting Ceremony 
- Tool L-10 – Room to Improve Your 4-H Club Meeting 
- Tool L-11 - Lesson for Evaluating Your 4-H Meeting 
- Tool L-12 - 4-H Meeting Checklist 
- Tool L-13 – Troubleshooting 4-H Club Problems 
- Tool L-14 – Ways to Say “Good for You” 
- Tool L-15 - 4-H Parent Participation Survey 
- Tool L-16 – Parents Can Help in Our 4-H Club Program 
 
 


Section 4: Money Matters        4-1 to 4-5 
 


• The 4-H Club Treasury              4-1 
• Financial Procedures for 4-H Clubs 


- Responsibilities             4-2 
- Clubs Records              4-2 
- Safe-guarding Funds             4-2 
- Fundraising              4-3 
- Club Balance              4-4 
- Payment for Personal Services Rendered          4-5 
- Disbandment of Club                  4-5 
 


• Section 4 Toolkit 
- Tool L-17 – 4-H Club $$$$ Checklist  
- Tool L-18 – 4-H Club Financial Statement 
- Tool L-19 - 4-H Club Audit Report  
- Tool L-20 – Fundraising Guidelines for 4-H Clubs (Request form on back) 
- Tool L-21 – Cash Summary Form for 4-H Sales 
- Tool L-22 - Facts 4-H Clubs Need to Know about New York State Sales Tax  


    
 
Section 5: 4-H Projects        5-1 to 5-9 
 


• Understanding 4-H Project Work            5-1 
- Practical skills 
- Life skills 
- Experiential learning 







 
New York State 4-H Club Leader Handbook, Cornell Cooperative Extension, 6/2003 


 
v 


• Setting the Stage for Learning            5-3 
• Project Selection              5-4 
• Project Goals               5-5 
• Project Records              5-5 
• Developmental appropriateness of Projects           5-6 
• Charts – age group characteristics and helpful hints         5-7 
• Toolkit 


- Tool L-23 – 4-H Program Categories 
- Tool L-24 - 4-H Goal Writing Worksheet 


 
 
Section 6: 4-H Events and Activities      6-1 to 6-5 
 


• Program, Project and Activity defined           6-1 
• The 4-H Public Presentation Program           6-2 
• 4-H Community Service and Service Learning Activities         6-2 
• Evaluation Events              6-4 
• Recognition Events and the 4-H Recognition Model          6-5 


- Awards (to be inserted) 
• Other county events and activities (to be inserted) 


 
 
Section 7: Working with Teens       7-1 to 7-13 


• Ten tips for working with teens                7-1 
• Leader Self Survey              7-2 
• How do you communicate respect to teens?           7-3 
• Do’s and Don’ts of Discipline             7-5 
• Youth Participation              7-6 
• Opportunities for Teens             7-8 
• Positive Youth Development Resources           7-11 
• Additional references              7-13 


 
 
Section 8: Cornell Cooperative Extension and You, the Volunteer  8-1 to 8-5 


• What Volunteers Need to Know About CCE           8-1 
• What Volunteers Receive from CCE            8-3 
• Responsibilities of CCE Volunteers to Cornell Cooperative Extension       8-3 
• Volunteer Insurance Coverage            8-3 
• Using Official Names and Artwork            8-4 
• Fundraising Policies              8-4 
• Preventing Accidents and Preparing for Emergencies         8-5 
• Local Cornell Cooperative Extension Association Information (to be inserted) 
 
 


Appendix: Policies and Procedures 
 


• Highlights of the CCE Volunteer Involvement Policy  
• 4-H Accident Insurance (F.O.R.M. Code 1501)  
• Risk Management 


− Forms (accident report, acknowledgement of risk, permission slip)  
− County emergency procedure guidelines (To be inserted by local association) 








Tool L-18 
4-H Club Financial Statement  


 


for year ending September 30, ______ 
 


 
Club Name _____________________________  Organizational Leader ____________________ 
 
Income for Year: 
   Dues paid by members     __________________ 
 
   Fund Raisers (List each individually) 
 
   _______________________________    __________________ 
 
   _______________________________    __________________ 
 
   _______________________________    __________________ 
 
             Total Income   (1) _______________ 
Expenses: 
   Activity and Program Expenses 
   (Trips, crafts, parties, etc.)     __________________ 
 
   Fund Raising Expenses 
   (Cost to purchase/produce items to sell)   __________________ 
 
   Other Expenses      __________________ 
 
            Total Expenses (2) _______________ 
 
Difference between income (line 1) and expenses (line2)                   (3) _______________ 
 
Cash on hand – beginning of year (bank balances plus cash not deposited)         (4) _______________ 
 
Cash on hand – end of year: Add or subtract lines 3 and 4 - 
(If line 1 is more than line 2 add; if line 2 is more than line 1 subtract.)           Balance ______________ 
 


Balance must equal cash in bank account(s) plus cash not deposited in bank account(s). 
 
Signed by club Treasurer _________________________________________   Date _______________ 
 
Signed by Organizational Leader ___________________________________  Date _______________ 


The financial statements have been received and approved and, where applicable, the following 
actions have been authorized: 
      _____ Approval to carry over balance into new year. 
 
      _____ Club must transfer funds to the Cornell Cooperative Extension Assoc. 
 
Executive Director ______________________________________  Date_________________________ 
 
Extension Educator _____________________________________   Date ______________________ 
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Tips for 4-H Meetings 
 
 
Try to assess the needs of club members when planning and conducting meetings, and keep the format 
flexible.  What are their interests?  Also, be culturally and socially inclusive—have kids with different 
customs and different faiths share their holidays. 
 
A "touchy-feely" box is a good method for involving all the club members and getting things rolling.  
Without looking in the box, one child tries to identify an object by feel, and then gives clues to the 
rest of the group so that they can guess the object too.  What's in the box can relate to the theme of 
the meeting or program. 
 
Choose themes in advance for upcoming meetings.  The farther ahead you plan, the more luxury you, 
parents, and members have to collect interesting materials and information and take advantage of 
seasonal opportunities and community events.  For example, for a January meeting, a horticultural 
club established a theme:  Things That Fly.  The topic was birds, and the members made suet feeders.  
They also mixed suet and took home a recipe so they could replenish their supply on their own. 
 
Keep records of what you do at meetings so you won't repeat material to the same child or group down 
the road. 
 
Give members something to take home with them whether it's a small token or something they made, 
built, or planted.  It’s exciting, and it gives them something to extend the lesson or activity at home.  
 
Don’t skip the goodies!  Some people think meetings are too short to bother with refreshments.  But 
it's amazing what a little snack can do for morale.  It’s a good way of bringing the meeting to a close, 
and allowing members to take turns helping, and the kids always look forward to it.  If your meeting 
had a particular emphasis or special program, align with the theme.  (For example, if apples were the 
theme, serve apple spice cake.) 
 
Because new kids may arrive each month, you may often be bridging the gap between more 
"sophisticated" club members and "newbies."  Partnering members for activities is a good way to 
encourage cooperation without boring experienced members or overwhelming new ones. 
 
Community projects are inspiring, fun, and rewarding.  Here are a couple of examples: a leader who 
runs a club in an underprivileged neighborhood has members who run a community closet for clothing 
and food donations; members of a horticultural club take surplus vegetables to a local soup kitchen. 
 
Find out any special talents or expertise parents may have. Do they cook?  Do they work with animals, 
garden, or play instrument?  Do they work for or have access to a museum, botanical garden, or 
theater? 
 
Encourage members/parents to learn more about a subject that interests them and share a resulting 
activity with the group.  For example, a member and parent might attend a craft class at an arts and 
craft supply store and pass along their know-how in a group sharing activity. 
 
 


Source: North Carolina 4-H Club Program Leader Lessons, North Carolina Cooperative Extension Service 
http://www.ces.ncsu.edu/depts/fourh/clubs/Index/home.htm 
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4-H Goals Writing Worksheet 
 


 
 
Examples: 
 
 Action Result Timetable 
 
I want to train my 4-H beef heifer to lead before county fair time 
 
I want to make three nutritious snacks by the June meeting 
 
 
 
 
Now it’s your turn: 
 
 
 Action (How) Result (What) Timetable (When) 
 
I want to ___________ ____________________ ______________________ 
 
 
I want to ___________ ____________________ ______________________ 
 
 
I want to ___________ ____________________ ______________________ 
 
 
I want to ___________ ____________________ ______________________ 
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4-H Club Audit Report 
 
 
 
 


Report Period (dates)_________________________________ to ________________________________ 
 


Date of Audit _________________________________ 


 
Club Name __________________________________________________________________________ 


Treasurer______________________________ Adult Advisor_____________________________ 
 
 
Auditors’ statement:  
 
We certify that we have compared the treasurer's record book, cash and bank account records and find 
them to be in agreement.  
 
The beginning balance was:______________________ The ending balance is: ______________________ 
 
Adjustments made were: (Explain)__________________________________________________________  
 
________________________________________________________________________________________ 
 
________________________________________________________________________________________ 
 
________________________________________________________________________________________ 
 
 
Audit Committee:  
 
Name (Print)      Signature  
 
________________________________________      ________________________________________ 
 
________________________________________      ________________________________________ 
 
________________________________________      ________________________________________ 
 
 
 
 
Please submit to your 4- H Office by October 15 to cover the previous 4-H year or the period 
that the named Treasurer was in office.  Attach a 4-H Club Financial Statement for the same 
period. 
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 Cornell Cooperative Extension 4-H Youth Development 
Statewide Chaperone Guidelines 


July 2007 
 


Purpose:  To provide guidelines so that educational events of CCE are adequately chaperoned and the 
appropriate Cornell Cooperative Extension and/or specific event standards are followed.  The following are 
minimum standards created under the advisement of The Wood Office. The first consideration should always 
be for the safety and well being of the participating youth and adults.  
Note: For more specific guidelines or the latest updates, see the Financial Operations Resource Manual 
(F.O.R.M.) – Code 1501 at: http://staff.cce.cornell.edu/cce_library/manuals/form/#1500 
 
Expected Results:  These guidelines will help to maximize the educational value of the event experience 
and ensure the safety of all youth and adult participants.  Failure to follow these standards puts the youth, the 
educator(s), the volunteer(s), and Cornell Cooperative Extension at risk.  Every effort must be made to 
comply. 
 
Responsibilities of Cooperative Extension Educator:  
• Select and screen chaperones as required for “enrolled volunteers with on-going, supervised contact with 


youth” as written in the Cornell Cooperative Extension Association Volunteer Involvement Policy and 
Procedures (VIPP). If driving is required, a DMV check must be done. If the DMV check is not done 
through The Wood Office the reports must be submitted to The Wood Office for review to meet 
insurance company requirements. 


• Ensure that supervising chaperones are 21 years or over and properly oriented including event details, 
chaperone responsibilities and emergency phone numbers of staff. Persons between 18 and 21 are 
permitted to serve as chaperones provided they are under the supervison of a chaperone at least 21 years 
of age.  


• Provide chaperones with copy of signed medical emergency treatment forms for each participant before 
trip departure for duration of trip. 


• Determine the number of chaperones needed based on the age of the participants, the nature of the event 
or facility and current CCE Guidelines.   
CCE Guidelines to determine chaperone needs:  
• A minimum of 2 adults need to be present at all times with youth groups. In the case of an accident 


or emergency, one adult can supervise the children while the other adult addresses the problem.  
Where guidelines exist for specific activities or the use of specific types of equipment, those 
guidelines will be followed.  (Please refer to Tool L-3 – “CCE Youth Protection Guidelines for 4-H 
Club Leaders” in the “NYS 4-H Club Leader Handbook” for other safety guidelines at:   
http://nys4h-staff.cce.cornell.edu/ClubManagement.php .)   


 
 


Program Setting 
Ages 
5-8 


Ages 
9-11 


Ages 
12+ 


 Ratio adult to youth (a minimum of 
2 adults required at all times) 


 
Meetings or other low-risk activities 


 
1:8 


 
1:10 


 
1:16 


 
One-Day Trips 


 
1:8 


 
1:8 


 
1:10 


 
Overnight trips  


 
1:6 


 
1:8 


 
1:10 
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CCE Guidelines to determine chaperone needs (continued):  
• Overnight trips: If both male and female youth are attending, then at least 1 male and 1 female 


chaperone at least 21 years of age with valid and approved driver’s licenses are required at the event. 
For some district and statewide events, male and female chaperones may be required for each 
delegation with boys and girls. Chaperones may be shared among different counties to provide 
required chaperone coverage (ie. A male chaperone may agree to chaperone a male 4-H member 
while at an event for a county with 2 female chaperones present). Event rules will state when male 
and female chaperones are needed for mixed delegations. Occasionally, a mix of male and female 
chaperones at the overall event will be adequate coverage. 


• If the local Association or event has more stringent chaperone guidelines, those guidelines will be 
followed. 


• Regardless of the number of vehicles, if trips are for more than 100 miles there must be a back-up 
driver in the event one of the drivers becomes incapacitated.  


• Effective October 1, 2007, all Extension van drivers with child riders must be 25 years of age 
unless the driver has completed the NYS driver safety course and has their MVR checked 
to meet driver requirements. They should also have vehicle familiarity training with the 
vehicle they will be driving.  


 
Responsibilities of Chaperone: 
• Provide continuous supervision of delegation from the time trip begins until youth are returned to parents 


or guardians. Only leave if proper alternate supervision is arranged and approval is granted by the adult 
in charge of the event or delegation. 


• If transporting others, always have the correct number of seat belts for number of youth in vehicle, 
automobile liability insurance and a valid New York State driver’s license. 


• Provide CCE with permission to conduct a criminal background check and a New York State DMV 
check as requested. Provide current address and phone number. Notify CCE of any changes. 


• Be sure to carry Emergency Medical Treatment forms for each 4-H member in vehicle. 


• Endorse overnight event guidelines that participants will not be allowed in the sleeping areas of 
participants of the opposite gender and youth may not room with unrelated adult unless in dorm setting 
with other youth and adults.  All participants (except those with special planning or program 
responsibilities) must be in their assigned area at curfew and shall comply with quiet-hour and lights-out 
regulations.  


• Volunteers must review the Chaperone Position Description and the Chaperone Guidelines and they 
must review and sign the Volunteer Agreement and the Volunteer Code of Conduct (where required). 


• Abide by the CCE Volunteer Code of Conduct.  
• Abstain from gambling or other games where money is used to wager.  


• Chaperones are responsible for ensuring that all members of their delegation attend scheduled sessions 
and events.  


• Work with the Club Organizational Leader and/or Cooperative Extension Educator to assure that all 
event guidelines, emergency forms, travel information, participant information and other relevant 
information is reviewed and clearly understood, prior to the event. 


• If not otherwise scheduled, plan times at regular intervals during the event to meet face-to-face with the 
participants assigned to them. All adults share responsibility for all youth at the event.  Should a problem 
arise with any youth participant at the event, it should be brought to the attention of the event 
coordinator. 


• Chaperones are under the supervision of the event coordinator.  Any problems involving a chaperone 
will be handled by the event coordinator and referred to the CCE Educator and the Executive Director. 
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4-H Event Chaperone 
Position Description 


 
 
Purpose of Position: 4-H Event Chaperones work with Cornell Cooperative Extension staff and other 
volunteers to supervise and provide guidance and occasionally transportation for youth participants of 
educational events.  
 
Responsibilities: 


 Abide by the Cornell Cooperative Extension Volunteer Code of Conduct 
 Know guidelines of event and the CCE Chaperoning Standards and follow them 
 Attend event and/or participate in the program as needed 
 Be dedicated to young people and sensitive to their needs 
 Maintain control that is acceptable to the event 
 Manage and work to resolve conflicts among youth 
 Will work with event coordinator(s) to ensure appropriate behavior in accordance with specific event 


guidelines and “member code of conduct” 
 Provide own transportation, as needed 
 Be supportive of each and every youth 
 Be responsible for all members in your assigned group 
 Be able to verify the whereabouts of your members when called upon 
 Contact Extension Staff  and/or Event Coordinator as needed 


 
Expected Results: Chaperones will work cooperatively with staff, youth, and other adults in order to 
maximize the educational value of the experience and to ensure the safety of all participants 
 
Training and Support: 


 Chaperone Orientation 
 The Extension Educator and/or the designated Event Supervisor will be responsible for providing 


supervision, oversight and guidance for the event. 
 
Qualifications: 


 Be at least 21 years of age. Persons between 18 and 21 are permitted to serve as chaperones provided 
they are under the supervision of a chaperone at least 21 years of age.  


 Sense of humor and patience 
 Effective communication, organization, and interpersonal skills 
 Enjoys working with youth and has a sincere interest in their growth and development 
 Demonstrate flexibility, respect and acceptance of diverse youth 
 Able to motivate and communicate with youth while nurturing positive self-esteem, decision 


making, responsibility and leadership skills 
 A sincere interest in working with youth and other volunteers in an educational setting 
 Ability to handle crisis effectively and calmly 
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Level of Background Screening Required 
 Reference Check 
 Criminal Background Check 
 DMV Check, if chaperone responsibilities require transportation of others. If the DMV check is not 


done through The Wood Office the reports must be submitted to The Wood Office for review 
to meet insurance company requirements. 


 
 
CCE Associations are encouraged to have a database of properly screened volunteers to act as back-up for 
other chaperones who are unable to follow through on a previous commitment.  
 
Benefits: 


 Derive satisfaction from helping youth to reach their full potential 
 Opportunity for training and resume building 
 Opportunity to build friendships with other volunteers 
 Enhance personal leadership skills 
 Support through Cornell Cooperative Extension and university resources 
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Cornell Cooperative Extension Association 
Volunteer Code of Conduct 


 
 
Having signed a Cornell Cooperative Extension Association Volunteer Agreement, I accept 
responsibility to represent CCE with dignity and pride conducting myself as a positive role model 
for program participants.  I will adhere to the following standards of behavior when engaged in 
assigned volunteer activities. 


 
 


• Respect and adhere to CCE rules, policies and guidelines that relate to volunteer activity 
and the program I serve. 


• Execute CCE business in an ethical manner. 
• Preserve the confidentiality of information (and sign confidentiality agreement if required by 


my volunteer role) about program participants and CCE internal affairs that have been 
entrusted to me. 


• Refrain from using my CCE volunteer status for personal or business financial gain. 
• Fulfill my assigned volunteer duties, including completion of required records or reports, in a 


timely manner. 
• Use my time wisely and work cooperatively with Extension staff and other volunteers. 
• Participate in required training programs and use the recommended policies and 


procedures. 
• Accept supervision and support from professional Extension staff and/or supervisory 


volunteers.   
• Respect and uphold the rights and dignity of all staff, other volunteers and all individuals 


who participate in CCE programs recognizing that people’s values, beliefs, customs, and 
strengths differ.   


• Encourage participation of and respect for individuals of diverse backgrounds, cultures, and 
perspectives.   


• Refrain from the use of alcohol, tobacco and inappropriate language.  
• Commit no illegal or abusive act.  
• Report all unsafe conditions and accidents to professional Extension staff as soon as 


possible.  
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Fundraising Guidelines for 4-H Clubs 


 
 
The way in which a 4-H club earns money to carry out its program is of great importance.  The 
methods we choose can either reinforce or undermine the basic values we strive to instill in youth. 
 
Whenever your club is planning a fund raising activity, this checklist should serve as your guide.  It will 
be helpful to you as you fill out the required form: "Request for Permission to Raise Funds in the name  
4-H". 
 
NOTE: Raffles and other games of chance are legal methods of raising funds for non-profits in New 
York.  Cornell Cooperative Extension Association advisory committees will determine whether these 
fund raising methods can be used locally.  If used, New York State regulations governing raffles and 
other games of chance must be followed.  Cornell University discourages these fund raising 
methods since the funds received do not demonstrate contributions to the extension club or group and 
are not considered to be an appropriate fund-raising mechanism for youth. 
 


1. Have the 4-H’ers, parents, and leaders in your club approved your fund raising activity, 
including the dates and methods to be used? 


 
2. Has your club discussed the expected profit versus the expenses of your fund raising activity? 


Have you discussed the hidden expenses: time, mileage, etc.? 
 


3. Has your club discussed an alternate plan if your projected profit is not realized? 
 


4. Does your fund raising plan and the dates avoid competition with other money-raising efforts in 
your community? 


 
5. Will your fund raising activity protect the name and good will of 4-H and prevent it from being 


capitalized on by promoters of shows, benefits, or sales campaigns? 
 


6. If any contracts are to be signed by your club, will they be signed by an individual without 
reference to Cornell Cooperative Extension of ____________County 4-H Program and in no way 
appear to bind the County, State, or National 4-H Programs? 


 
7. Have you checked to make sure that the fund raising venture you are planning to participate in 


is legitimate and worthy? 
 


8. Even when sales are confined to parents and friends, will they get their money's worth from 
any product they purchase, function they attend, or services they receive from your club? 


 
9. If youth in your club are under nine (9) years of age, have you selected fund raising activities 


that are appropriate to this age group and are parents supportive and willing to participate? 
 
If your club has reviewed and considered the nine guidelines above and made a decision to pursue your 
fund raising venture, please complete the  "Request for Permission to Raise Funds in the Name of 4-H" 
and send it to your county Cornell Cooperative Extension 4-H office.  Approval must be confirmed 
before the fund raising effort starts. 
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Request for Permission to Raise Funds in the Name of 4-H 
 
 
Submit to the Cornell Cooperative Extension 4-H office at least 30 days prior to the proposed 
fund-raising date. 
 
 
The _______________________________________ 4-H Club requests permission to contract with 
 
__________________________________________ for resale to raise money for: ___________________ 
                      (name of company)                              
_____________________________________________________________________ 


(purpose for raising money) 
Items to be sold:______________________________________________________________________ 
 
Anticipated amount to be raised: $ ________________ 
 
Current balance in treasury: $ _______________ 
 
The proposed sale would take place from: ______________ to _________________ 
 
Location of sale:____________________________________________________________________ 
 
 
We have planned these dates so they will not coincide with (nor detract from) a county-wide 4-H fund-
raising effort. 
 
Proposed printed materials to be distributed in connection with the sale are to be attached to 
this request form. 
 
The current New York State sales tax ___________% will be indicated to the consumer and collected 
on the retail price of each item sold. 
 
Note: Sales tax must be collected on items sold at a shop, store, or booth, but not door to door. 
 


Your signature below signifies that you have read and understand the guidelines attached and 
the above information is correct to the best of your knowledge. 


  
 
 
 
 
 
 
 
 
 
 
 
 
 
Results of the above fund raising should be reported to the 4-H office in the "Story of a 4-H Club 


Activities" section of the Secretary’s Monthly Report or a separate written report. 


Approved by: (Office Use Only) 
 
 
______________________________________ 
4-H Program Committee Chairperson          Date 
 
 
______________________________________ 
4-H Program Leader                                    Date 


Requested by: 
 


______________________________________ 
Club President            Date 
 
______________________________________ 
4-H Club Organizational Leader         Date 
 
______________________________________ 
Address 
______________________________________ 
 
Phone _____________________________________ 
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The 4-H Business Meeting – Agenda Planner 


 
 
 
Name of Club _________________________________________ Date ______________ 
 
 
 
1. Call to order (President) 
2. Opening ritual (Vice President and Song or Recreation Leader) 
3. Roll call (Secretary) 
4. Introduction of guests –  (President) - List names: 


 
______________________________  ______________________________ 
 
______________________________  ______________________________ 


 
5. Minutes of previous meetings (Secretary) 
6. Treasurer’s report (Treasurer) 
7. Reports of committees – List committees and names of people who will report: 


 
______________________________ report by_____________________________ 
 
______________________________ report by_____________________________ 


 
8. Old business - List topics to be discussed:  
 


1. _____________________________________________________________________ 
 
2. _____________________________________________________________________ 


 
3. _____________________________________________________________________ 


 
4. _____________________________________________________________________ 


 
9. New business - List topics to be discussed:  
 


1. _____________________________________________________________________ 
 
2. _____________________________________________________________________ 


 
3. _____________________________________________________________________ 


 
4. _____________________________________________________________________ 


  
10. Appointment of committees (President) 
11. Closing ritual (Vice President) 
12. Adjournment (President) 
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Sample: Cash Summary Form for 4-H Sales 
(Prepare a separate cash summary for each date.) 


 
 


      Day and Date____________________________________ 
 
 
Club Name  _____________________________________________________________________________ 
 
Fund raising activity _____________________________________________________________________ 
 
Cash Summary for Date  ______________________________________ 
 
 
                                
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Cash must be counted by 2 individuals in the presence of each other. 
 
 
                                 Total cash counted      ______________ 
 


  Less – Cash on hand at beginning of day   -_______________ 
 


                                                     Balance =______________  (Should be equal to Total Sales above)  


 
                     Amount of difference (if any)  ______________ 
 
 


Signatures of counters: 
 
______________________________________          ______________________________________ 


 


Items Sold 
 


Cash 
Received 


 


Candy 
 


T-Shirt 
 


Ice Cream 
 


Hot Dog 


 


Initials of 
Sales Clerk 


 
 


     


 
 


     


 
 


     


 
 


     


 
 
 


     
 
 
 
 
 


Total Sales 
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Facts 4-H Clubs Need to Know about 
New York State Sales Tax 


 
 
1. A combined state and local sales tax must be collected whenever tangible items, food or 


drink are sold from a fair booth, camp store or temporary sales counter or table. 
 
2. Sales tax must also be collected for parking services provided for a fee at a fair or event. 
 
3. When a fee is charged for a 4-H event that includes a meal or refreshments that have been 


prepared by the membership (such as a covered dish dinner) and is held apart from any 
other organization or vendor that is required to collect tax, collection of sales tax is not 
required. 


 
4. Collection of sales tax is not required for door-to-door sales. 


5. Depending on the nature of your fundraiser and whether or not it is held in conjunction 
with a larger event (such as a fair, craft show or horse show) you may be required to 
register with the New York State Tax Department.  When you submit your fundraising plan 
for approval check with the 4-H staff to see if registration is required.  If so, the 4-H office 
may have a supply of the registration forms.  Otherwise, call the New York State Tax 
Department at 1-800-462-8100 to obtain one.  Allow 4-6 weeks for processing.  


 
6. If you are required to register, you must display the vendor certificate you receive 


prominently in the sales area and post your prices with either “plus tax” or “tax 
included.”  After the event you must submit a tax report and a check for the amount of 
sales tax collected to the New York State Tax Department. Quarterly tax reports must be 
submitted from then on (even when no sales tax was collected) unless permission to file 
annually is obtained from the Tax Department. 


 
7. Cornell Cooperative Extension is responsible for ensuring that groups under its auspices 


(such as 4-H clubs) comply with tax laws.  Violations could result in penalties or loss of 
tax-exempt status.  Therefore it is imperative that all fundraising plans be approved by 
the appropriate Cornell Cooperative Extension staff member.  If your fundraiser is 
approved and collection of sales tax is required, your club must keep an accurate record 
of all sales, submit the taxes on time and follow any other procedures required by your 
county Cornell Cooperative Extension Association. 
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Installation of 4-H Club Officers 
 
 


This ceremony may be adapted as appropriate for your club.  The club’s Organizational 
Leader usually installs 4-H Club Officers.  However, larger clubs may want to invite an 
alumnus (or other special guest with close ties to the 4-H program) to preside. 


 
  Supplies needed: 


• Five candles about six inches long  
• Your club's 4-H Flag  
• An American Flag  


 
Participants: 


• Leader  
• Retiring Officers - holding candles and standing to the right of the leader  
• New Officers - standing to the left of the leader  


 
(At the beginning of the ceremony, the leader lights the candles and returns to the center.) 
 
 
Leader: "This flame of leadership is burning brightly and it is now time for this light to be 


passed to the new leaders of our club.  New officers, the success of our club during the 
coming year lies largely in your hands.  If you sincerely try to live up to the 4-H club motto 
'To Make the Best Better’ as you learn and carry out your duties, you will become good 
leaders and our club will have a successful year. 
 
Will the president-elect step forward to receive his (her) candle?" 
 
(The retiring and new presidents walk to the center in front of the leader. The retiring 
president hands his candle to the new president.) 
 


Retiring President: "I present you with this candle as a symbol of your office. I hope that it 
will give you light as you lead this club. Will you attend and preside at meetings regularly, 
appoint committees, and give all members a chance to take part in club decisions and 
activities?  Will you work under the direction of our leader to plan and carry out a program 
all members can enjoy?" 
 


New President:  "I will." 
 
(The new president returns to his original position. The retiring president walks to a seat 
in the audience. The same procedures are followed for all officers.  Scripts for the 
remaining retiring officers follow.) 
 


Retiring vice president: "As vice president, you will serve as program chairman.  You will 
preside at meetings when the president is absent and assist the president when needed.  I 
present you with this candle to light your way as vice president.  Will you accept these 
responsibilities?"
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Retiring Secretary:  "As secretary you will help the president prepare for club meetings, keep 
the membership roll, compile an accurate set of minutes for each meeting and fulfill all 
other duties listed in the Secretary’s Handbook. I now pass on to you the 4-H candle of 
loyalty, and devotion.  Will you accept the responsibilities of this office?" 
 


Retiring Treasurer:  As treasurer you will keep accurate records of our club’s money and how 
it is spent.  You will collect and record dues paid and pay bills approved by the 
membership.  You will be ready to report on our income and expenses at all meetings.  
This candle represents the trust we have in you.  Will you accept the responsibilities of 
this office?" 
 


Retiring Reporter:  Keeping the public informed is important to the life of our club. Your 
news stories will be windows through which they will look at 4-H.  Will you make a report 
of each meeting for the newspaper promptly, being sure that all names are spelled 
correctly and proper credit is given to all persons taking part in the program?  Will you 
accept this candle as a symbol of your duties as reporter and carry them out to the best of 
your ability?" 
 


Retiring Song Leader: Songs help us to celebrate and express many of our feeling.  Singing 
adds fun to our club meeting.  Will you come to each meeting prepared to lead us in song?  
Will you bring song sheets so that all can participate?  Will you accept this candle as a 
symbol of the 4-H spirit? 
 


Retiring Recreation Leader:  Some work and some play must balance each day.  As 
recreation leader you will help us achieve that balance.  I present you with this candle as 
a symbol of fun and friendship.  Will you be prepared to lead games enthusiastically at 
each club meeting?  Will you learn new games and find other ways for our club to enjoy 
fun times together? 
 


Leader:  "I now declare the new officers of the ___________ 4-H Club to be duly installed and 
ready to serve.  I congratulate you on your choice and remind you that it is your duty to 
support and encourage them. You must work with them at all times for the good of the 
club.  They cannot carry out their duties as officers unless they have your cooperation.  
 
Our new president will now lead us in the 4-H Pledge.” 
 


The ceremony concludes after the club recites the 4-H Pledge. 
 
 
 
 
 
 
 
 
 


Adapted from ceremony published by North Carolina Cooperative Extension Service 
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New Member Induction 
 
 
 
This ceremony can be used to induct one or more new 4-H members during the new business 
portion of a club meeting.  The new member(s) will receive a 4-H button and membership 
card. 
 
President:  Today we are happy to welcome (name-s) as a new member(s) of our 4-H club.  


Will our new member(s) please come forward. 
 
New member(s):  Walk to front of room and stand next to President facing the rest of the 


club. 
 
President:  4-H members set high goals, think things through and carryout their plans 


enthusiastically.  We care about others and strive to serve our communities in any way we 
can.  4-H members enjoy working on projects and learning new skills.  We protect our 
health and follow safety rules in all our activities. 


 
4-H members are loyal to one another; we respect our leaders and follow the 4-H code of 
conduct. 


 
Are you willing to uphold these standards of 4-H membership? 


 
New member:  Yes 
 
President:  Do you promise to take an active part in 4-H meetings and activities, to pay your 


dues and complete jobs you agree to do responsibly and on time? 
 
New member:  Yes 
 
President:  Since it is your intention to be an active and reliable 4-H member I welcome you 


into the (club name) and present you with this membership card and 4-H button.  
Congratulations! 


 
 





