End of the Year Leader Responsibilities

Fulton & Montgomery Counties
4-H Cloverbud Club Leaders
1. Using the year's attendance sheet, write or type a list of all Cloverbud members whom you feel completed the 4-H year (September 30-October 1).  Take into consideration childhood illnesses and family vacations, not counting those dates missed against a child's attendance.  Generally, if a Cloverbud member has participated in 50% of the meetings, he/she could be considered to have completed the year.

2. Complete the application for a club charter if the club has complied with the criteria listed on the application.  (This applies only to first year clubs.) All 4-H clubs must be chartered and to be an official 4-H club, the club must have completed the required criteria.

3. If your club already has a Club Charter, complete the portion of the application form requesting a Seal of Achievement if your club has complied with the criteria.

4. Complete the yellow "Goals Accomplishments" Sheet.  We encourage you to involve the members in this activity on an introductory level.  It is important for youth to learn about setting goals and achieving them.  Their thoughts may surprise you!

5. Submit all three of these (or 4 if this is the club's first year) documents to the 4-H office by the Tuesday immediately following Columbus Day.

4-H Club Leaders
1. Collect Member Record Books from all of the club's members on a pre-arranged date publicized to the members ample time in advance.  Using the Evaluation Sheets provided by the 4-H office score each book on its own merit in accordance with the checklist in the front of the book and your knowledge of the subject matter. (An original of this form is located in the "Originals" section of the organizational leader's black notebook provided by the 4-H office.)  If you are not knowledgeable about a specific subject matter in any of the books, it is acceptable and advisable for you to share the scoring process with the member's project leader. Separate the books as follows: Score of 34 & Above and Scores Below 34.  Obtain any missing signatures from the books.  All books must be signed by the member's parent, the member, and the club leader to be eligible for award consideration.

2. Write comments on the "Leader's Comment Page" in the back of every member's book, no matter what the score.  Be sure the comments are written in a positive, encouraging manner, using constructive criticism where criticism is expressed. 











→ Include phrases such as "Next year, try…..", "One thing you need to work on is….", "You add so much to the club when you …..", "I hope you will consider……….next year."  If you would like to see a member considered for an award in a specific project area, this is the place you can voice that suggestion.  Let the judges know why you feel this member deserves consideration.  Please understand that your nomination of a member does not ensure an award placement.  Rather, it gives the judges another perspective to consider.

3. Using the Member Record Books, complete column 3 on the Member Project Data Sheet.  Include only the project codes of those projects the member completed, including writing up the project in the record book.  Make a check mark in the "Record Book Received" column if the member submitted a record book to you.

4. Together with the club president and secretary, complete the application for a Club Charter (if this is the club's first year) and/or a Seal of Achievement if the club has complied with the criteria listed on the back of the application.  (Applications are found in the front of the 4-H Club Secretary Book.)

5. Together with the club officers and/or club members, complete the yellow "Goals Accomplishment" sheet.  Doing this assessment at a club meeting can be an excellent learning experience for club members.  All members need to learn to set goals and evaluate their progress.  Processing the club's goals is an excellent teaching tool to help build this skill.

6. Together with the club treasurer and using the Club Treasurer's Book, complete a Club Financial Statement, including required signatures.  Collect the Club Treasurer's Book from the club treasurer.  (The book is used to determine Outstanding Treasurer awards given at Recognition Night.)   Either photocopy the last page of entries or copy down a balance forward and keep in a safe place.

7. At the last business meeting of the 4-H year, be sure the President appoints an Audit Committee to prevent misunderstandings and protects the outgoing and incoming treasurers of the club.  (The Audit Committee examines and verifies the accounts of the club, checking for arithmetic errors and missing information.  The committee files a report with the club secretary at the first business meeting of the new 4-H year.)

8. On or before the Tuesday immediately following Columbus Day, submit the following to the 4-H office:

All Member Record Books with a score of 34 & Above

Completed Member Project Data Sheet

Application for Club Charter (if this is the club's first year)

Application for Seal of Achievement

Club Financial Statement

Club Treasurer's Book

Questions?  Feel free to call the 4-H office at 762-3909.

