DUE TO DISTRICT OFFICE:   With Annual Timeline

Annual 4-H Club, Volunteer, and Program Management Plan
This form serves as your County Club Management Plan, you will still need to input your timeline.

The following four-part plan is to be completed annually.  These items are to be included in the annual implementation timelines of one or more Extension educators in each county.  Some portions of the plan will require input from 4-H Volunteers.  You can print a hard copy of this document for an examples or just save the file, rename it, then delete all the text that is in green.
	Year
	
	County:
	
	Extension Educators submitting plan:
	


4-H Expansion/Diversity Plan
This section will provide a snapshot of the county 4-H program and allow adjustments to be made.  This is done by:
· Reviewing the operation of the 4-H program.

· Identifying and implementing steps to correct inequities of access to the 4-H program.

· Creating action plans to reach new audiences and volunteers.

· Assisting in carrying out programming if necessary.

· Developing marketing plans.

· Reviewing and evaluating progress toward goals.
	Ethnic breakdown by percentage
	White
	Black
	Indian
	Hispanic
	Asian

	County Population
	
	
	
	
	

	Youth Population
	
	
	
	
	

	4-H Enrollment (from ES237)
	
	
	
	
	

	Chartered 4-H Clubs (community, in-school, after-school, project clubs)
	
	
	
	
	

	Cloverbud Clubs
	
	
	
	
	

	Military 4-H enrollment (Include Reserve Unit families)
	
	
	
	
	

	School Enrichment
	
	
	
	
	

	Short term programs
	
	
	
	
	


Club Management Plan

* Charter Clubs defined as:  1) having met chartering criteria, 2) are receiving ongoing training  3) are annually completing and filing enrollment, monthly plans, as well as financial and end-of-year reports and 4) annually being evaluated, and counseled as necessary, by county Educator(s).  To review Club Management expectations in regard to “Chartered” clubs see Oklahoma 4-H “Club Management System” Manual (revised October 2005) pgs 22-24; 28-29; 33-34; 89 an d Appendix 7.
`List schools/communities in county and indicate types of clubs present. Add lines as needed 
	Name of School or Community
	*  Chartered 4-H Club(s) in School or Community
	Certified Volunteers in School(s)/Community
	Club Enrollment mirrors demographics
	Club (Members & Volunteers) participates beyond local level

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes 
	No 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


List underserved audiences or communities as identified in table above.
1.

2.

3.

In the space below target one or two areas of concern related to Club Management/Expansion and Diversity to be worked on this year (examples should deleted from the form before submitting it the district office.)
	Underserved Audience or Community
	Concern 
	Who to involve 
	Barriers 
	Goals
	Target Date and Evidence of Accomplishment

	XYZ Community

(Expansion

Example)
	No Sr. 4-H Club 
	1. 4-H Volunteers for Jr. Club in Community
2. Parents 
	1. No leadership/volunteers for Sr. Group
2. Teens join other youth organizations in 7th or 8th grade
	1. Meet with parents of 6th grade members to try to identify volunteers for Sr. Club

2. Improve relationship with competing programs to allow dual membership
	

	Hispanic Population in ABC Community
(Diversity Example)
	Community is 40% Hispanic, yet 4-H enrollment is only 5% Hispanic
	1. School officials
2. Churches with high number of Hispanic members
3. 4-H Volunteers
	1. Language
2. Lack of transportation to meetings after school
3. Current 4-H projects not of interest to Hispanic students/families
	1. Meet with school officials and churches to determine best way to recruit Hispanic families
2. Identify influential person within the Hispanic community and enlist their support

3. Plan targeted educational and recruitment activities
	

	MNOP Club
(Club Management Example)
	Lack of adult volunteer support for organizational club leader.
	1. Club Leader
2. Parents

3. Community Leaders

4. School
	1. Club meets after school

2. Working Parents
3. Club leader who has trouble delegating.
	1. Work with club leader to develop a plan for delegating to and training parents/volunteers
2. Encourage project meetings and committee work at times favorable to working parents/volunteers.

3. Increase the number of certified adults supporting the PQR club by 4.
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Volunteer and 4-H Program Management Plan
To review Volunteer and 4-H Program Management expectations see Oklahoma 4-H “Volunteer Management System” Manual (revised October 2005) and Oklahoma 4-H for Century III – A Leadership Model for 2000 and Beyond (revised January 2006) Chapters 3 and 4.

Chapters 3 and 4 of Century III describe a model for county educators to “plan for” in their utilization of youth and adults in a “Volunteer Led” 4-H program.

Identify – Identify volunteer opportunities (for certified and episodic volunteers) within the county 4-H program and develop appropriate written position descriptions for recruiting individuals for said opportunities.
Actively recruit volunteers to be certified 4-H volunteers.  Provide individuals with a “Volunteer Application.”.  Reference - VMS manual pgs 11-15, 25, 76 and 85-108.  Chapter 3 of Century III
Screening – Select, orient and maintain a Volunteer Advisory Committee (VAC) for screening applicants for volunteer certification.  Prepare and maintain a file for each applicant.  Include letters of acceptance/denial, letters of references/reference check forms, application, etc.  Reference - VMS manual pgs 10, 25-26, 28-29, 30-41, 42 – 43, 61-69 and 77-80.
Orientation – Annually, conduct a minimum of one (1) orientation session for “newly” approved volunteers.  Once “approved” volunteers complete the orientation their file will include an Enrollment Form and the appropriate Volunteer Agreement Form.  Reference - VMS manual pgs 26-27., 110
Training  - Annually conduct at least four (4) continuing education/training sessions at the county level blending Oklahoma 4-H Volunteer Core Competency Curriculum and subject matter.  As necessary, provide volunteers an opportunity to obtain continuing education through Parent/Volunteer Self-Study materials.
Maintain each volunteers file with continuing education/training received annually at the county, district and state levels.  Reference - VMS manual pgs 21-22 and 109.  Chapter 3 of Century III
Utilize – Provide opportunities for volunteers to use acquired knowledge and skills in meaningful roles (committee work; program planning and implementation; activity management; fund raising; as a trainer/educator; mentor; club or project leader; etc.) for the overall growth and success of the 4-H organization.  
Extension professional provides on going education, communication and support to assure the volunteers’ success in completing assignments/responsibilities.  Reference - VMS manual pgs 11-15, 25, 76 and 85-108.  Chapter 3 of Century III.
Recognize – Acknowledge volunteers for their positive contributions to the organization.  Reference - Century III Chapter 4 pgs 23-25.  VMS manual pgs 110, 111.
Evaluate – Evaluate an individual’s performance as a volunteer, in the designated position (certified or episodic), as well as within the total 4-H structure (local and county).

Extension professionals will annually review, with all Certified Volunteers (club leaders and volunteer at large), the appropriate Oklahoma 4-H Volunteer Assessment Form.  A volunteer who does not maintain the annual requirements for certification or who breaks the Behavioral Guidelines or Volunteer Agreement must be counseled and written documentation of action taken place in their file.  Reference - VMS manual pgs 23-24, 46-52, and 111.  Century III Chapter 4 pgs 26-28.
Recordkeeping – Maintain confidential electronic and paper records for “certified” and episodic volunteers.  Annually, each certified volunteer will complete an Enrollment Form, (appropriate) Agreement Form, and Behavioral Guidelines.  Reference - VMS manual pgs 24 and 28-29.
Current number of Certified 4-H Volunteers ____________

Targeted Percentage Increase ___________
Volunteer Advisory Committee – VAC must have a minimum of 2 members.   Add additional lines as needed.  Committee member should be composed of individuals in the community who have experience or knowledge in how to screen volunteers who will be in direct contact with youth.  Because of the sensitivity and confidentiality of the screening process we caution/discourage educators in the use of “4-H Volunteers” on the committee (example. DHS, Sheriff, School Admin.,  Youth Shelter Staff, other agency heads)
	Name:
	Race:
	Title:

	Address:
	Phone:

Email:

	Name:
	Race:
	Title:

	Address:
	Phone:

Email:


Volunteer Orientation and Continuing Education Plan

Over the next 5 year cycle each county should see that their volunteer support base receive adequate training/exposure to ALL materials contained in Oklahoma 4-H Volunteer Core Competencies Units 1-3.  Some units and sections will be used more often than others but all information is critical to the total development and utilization of a “Volunteer Led” 4-H program as described in Oklahoma 4-H Century III.  County educators are expected to track and report “volunteer growth and development” through formal evaluation methods provided within each unit of the Oklahoma 4-H Volunteer Core Competencies.  Annual timeline must reflect evaluation and training (examples should deleted from the form before submitting it the district office.)

	Date
	Topic/4-H Subject Matter


	Specify Core Unit(s) and Section(s) to be blended with subject matter in Timeline

	
	EXAMPLES

Topic:   Growing our Members through Project Groups - The training will focus on developing Health and Wellness project groups in the local club which foster project work.

4-H Subject Matter to be explored:  Health, Food Science, Safety, Recreation and Expressive Arts.
	Unit 1 – Section  “4-H Project Work”

Unit 2 – Section “Leading a Project Group”

Unit 3 – Section “Experiential Learning “

	
	Topic:   Growing our Members through Project Groups - The training will focus on developing Communication project groups in the local clubs which foster project work.

4-H Subject Matter to be explored:  Public Speaking, Poster Art, Displays, Photography, Technology – PPT, flyers, etc.
	Unit 2 – Section  (review -, “Leading a Project Group”), “Public Speaking,”  “Making 4-H Visuals as Good as Your Ideas!”

Unit 3 – Section “Teaching Methods and Learning Styles”

	
	Topic:   Developing 4-H Project Work - The training will focus on helping volunteers and parents guiding youth in developing their interests in a specific project/subject area.

4-H Subject Matter to be explored:  Meat Science, Animal Science, Food Science and Health.
	Unit 2 – Section “Selecting a 4-H Project” and “4-H Project Work”

	
	Topic:   Evaluating 4-H Project Work - The training will focus on helping volunteers and parents in understanding the significance of Activities and Events and how the 4-H Recognition Model assists our members in develop Life Skills.

4-H Subject Matter to be explored:  Judging – Posters/Displays; Food Science; Woodworking; Horticulture.
	Unit 2 – Section “Life Skills Development through 4-H Project,” “4-H Events and Activities,” and “4-H Evaluation and Recognition.”

	
	(REQUIRED)  Orientation for New 4-H Volunteers 
	VMS Manual – Orientation for Certification of Oklahoma 4-H Volunteers

Supplemental Materials:  Unit 3 – Section “Volunteer Certification Paves the Way”

	
	
	

	
	
	

	
	
	

	
	
	


The __________________ County Parent/Volunteer Organization and County Director are committed to supporting and implementing this Action Plan.
Signature, County Volunteer Council President ________________________________________________________________Date__________________________

Signature, County Educator(s) completing the plan ____________________________________________________________Date__________________________

 


   ____________________________________________________________Date__________________________

Signature, County Director _______________________________________________________________________________Date__________________________
Submit copy with Annual Timeline and keep copy in Civil Rights File for Program Reviews.
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