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Mission of Utah 4-H

What is 4-H?

4-H is a community of young people across America who are learning leadership, citizenship,
and life skills. Participating youth, from grades K-12, and adult volunteers “learn by doing”
through opportunities in which they gain a sense of belonging within a positive group, cultivate
independence with guidance from caring adults and peers, and master life challenges.

4-H is family and community centered, volunteer led, extension staff supervised, research
based, publicly and privately funded, and responsive to change.

4-H reaches over 6 million young people through 4-H clubs and camps, 4-H Afterschool and
school-based programs. It is active in counties of all 50 states, (from urban, suburban and rural
areas) including U.S. territories and military installations worldwide.

4-H works closely with the Youth and Families with Promise (YFP) program, an intervention
mentoring program designed to help youth, ages 10-14, and their families. YFP is a two level
mentoring program, with both young-adult mentors and grandparent-age mentor couples,
designed to reduce and prevent delinquent behavior.

Cooperative Extension is a partnership of our land grant university, Utah State University, the
U.S. Department of Agriculture, and local governments. Extension's youth component, 4-H,
partners with volunteer staff and private supporters to provide the only national youth education
program that is an "extension" of university teaching and research resources.

The 4-H Symbols

Mission Statement:
4-H empowers youth to reach their full potential, working and learning in partnership with caring
adults. The central theme of 4-H education is "learn by doing."

Motto
The 4-H motto, "To Make the Best Better," should be the aim of every 4-H member and leader.

Pledge

Every member and volunteer should know and be able to repeat the 4-H Club pledge:
| pledge

My head to clearer thinking,

My heart to greater loyalty,

My hands to larger service and

My health to better living

For my club, my community, my country, and my world.

In presenting the 4-H pledge . ..
1. Members stand at attention with their hands at their sides. At the moment they say "I
pledge," the right hand is quickly raised to the forehead, fingers straight and the thumb
touching or near the temple, "My head to clearer thinking,” left hand at side.

UtahStateUniversity 88 4
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2. Theright hand is placed over the heart and members say, "My heart to greater loyalty,”

3. Both hands are extended in front of the body, palms upward as members say, "My
hands to larger service,”

4. Arms are lowered to the sides as they pledge, "and my health to better living, for my
club, my community, my country, and my world." Members quietly return to the
appropriate location.

4-H Colors
The white in the 4-H flag symbolizes purity.
The green, nature's most common color, is emblematic of life, springtime, and youth.

The Four H’s

Head - Mental Development (Deeper knowledge and reasoning)

Heart - Emotional Development (Developing interest, appreciation, and wholesome attitudes)

Hands - Skills Development (Ability to do, skill in doing, and habit of doing)

Health - Physical Development (Understanding and appreciating a growing and changing body),
and Emotional Development (developing and maintaining positive relationships with
others)

Proper Use of the 4-H Emblem
Please refer to USDA website at
http://www.national4-hheadquarters.gov/emblem/4h _name.htm_for the most current guidelines.

UtahStateUniversity 88 °
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Indicators of a Quality 4-H Program

These indicators should be used to help 4-H clubs and programs ensure that they are
functioning according to a common quality of standard across the state.

1. A planned learn-by-doing or experiential learning program should be available to youth
in each county. Comprehensive subject matter teaching in areas of expertise should be
available to teach youth and adults who work with youth. A diversity of 4-H delivery
modes includes 4-H community clubs, project clubs, special interest clubs, after school
clubs, in-school enrichment, and camping programs.

2. Every Extension office should have a 4-H volunteer management plan in place. The plan
should include volunteers in all levels of 4-H including, but not limited to, volunteers
serving in program direction, management, and delivery. Parents should be invited and
encouraged to serve in volunteer roles as soon as their children enroll. Resources such
as USU 4-H Volunteer Enroliment Packet/Application, the 4-H Volunteer Leader
Handbook, and the online training modules are available resources when training
volunteers.

3. Since research-based projects and related curriculum materials provide the basic
framework for the 4-H teaching/learning experiences, all 4-H projects should be taught
or supervised by trained volunteers, parents, or paid staff. The 4-H curriculum focuses
on the following broad areas:

* Science, Engineering and Technology (SET)
* Healthy Living
e Citizenship

Each county should strive to select and/or develop programs within each of these areas.

4. All educational experiences offered through 4-H should take youth through each step of
the 4-H learning model.

5. Programs offered in conjunction with the public school system should have a direct link
to the core curriculum standards/end of level testing for the intended audience. Quality
4-H enrichment programs offered in the classroom should be delivered through
volunteers and non-extension personnel.

6. A specially designated program to target teen audiences (grades 9-12) should be
planned and implemented.

7. Each county should develop and maintain a multi-level system of incentives and
recognition for youth and volunteers.

8. An annual 4-H budget and fund-raising plan for private support of 4-H should be
developed and maintained in each county.
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9. Extension staff should network and build coalitions with other agencies, organizations,
and institutions to address youth, family and community issues. There should be
flexibility and openness to nourish creative ideas so that members and leaders are
inspired to plan innovative ventures.

10. Each county should have informed programming groups (e.g., advisory councils) having
balanced representation of the communities in the county actively involved in planning,
implementing, evaluating and reporting 4-H programs. These groups will have
responsibility for program expansion and review, including affirmative action with annual
defined goals to reach under-served audiences for compliance with civil rights plans
(Title VI of the Civil Rights Act of 1964, Americans with Disabilities Act, and Title IX of
the Educational Amendments of 1972) and the desire to reach all audiences.

Civil Rights and Equal Opportunity

Utah State University is committed to providing an environment free from harassment and other
forms of illegal discrimination based on race, color, religion, sex, national origin, age (40 and
older), disability, and veteran’s status. USU’s policy also prohibits discrimination on the basis of
sexual orientation in employment and academic related practices and decisions. Utah State
University employees and students cannot, because of race, color, religion, sex, national origin,
age, disability, or veteran’s status, refuse to hire; discharge; promote; demote; terminate;
discriminate in compensation; or discriminate regarding terms, privileges, or conditions of
employment, against any person otherwise qualified. Employees and students also cannot
discriminate in the classroom, residence halls, or in on/off campus, USU-sponsored events and
activities. This publication is issued in furtherance of Cooperative Extension work, acts of May 8
and June 30, 1914, in cooperation with the U.S. Department of Agriculture, Noelle E. Cockett,
Vice President for Extension and Agriculture, Utah State University.
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4-H is About People

Positive youth development is the goal of 4-H. It doesn’t matter what project a 4-H'er
takes. The project serves as the vehicle to learn and master project specific skills, while
developing basic life skills. The ultimate goal is for the 4-H member to develop positive

personal assets needed to live successfully in a diverse and changing world.

Essential Elements of 4-H:

Belonging

caring adult

A safe and inclusive

members

[Positive Relationship with a

environment which fosters a
sense of belonging in all

Mastery
[Engagement in Learning

Opportunity for Mastery by building
lknowledge, skills, wisdom, and
attitudes, and then demonstrating
[their use

[future

choices

Independence

Opportunity to see oneself as
an active participant in the

Opportunity to develop a sense
of responsibility and influence
over one’s choices, as well as
the consequences of those

Generosity

Opportunity to value and practice
service for others - finding oneself
often begins with losing oneself in
[the service of others
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Experiential Learning

Learning by Doing

Learning-by-doing, the key concept of experiential education, is central to 4-H.
Experiential learning is more than just doing activities. It involves discussing the activity,
drawing conclusions from the activity, and applying them to real world situations. The
Skills Model, shown below, was developed by lowa State University and has been
widely adopted across the nation:

Targeting

LifaiSKills

Please see the lowa State website for more information about the life skills model at
http://www.extension.iastate.edu/4H/lifeskills/homepage.html
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Stages of Experiential Learning
Experiential learning puts the focus on the learner and enables her or him to process through
several stages.

The unique part of 4-H is the experiential learning process, or “learning by doing.” You can tell
or show members how to do something but the actual experience of doing it themselves and
reflecting upon the experience is the best way to reinforce learning.

EXPERIENCE
the activity;

do it

APPLY what SHARE the

was |learned {o results,
a similar or reactions &
different ochservations

situati_nn; Do SUbiRg
practice
\ Apply | Reflect /
GENERALIZE
to connect the PEGCES_S by
experience o : liFUSSIthH
real-world A oo lng at the
examples expene_nce.
reflecting

Do

Experience — could be an individual or group activity. The hands-on application of what has
been learned results in enhanced understanding and greater retention. All 4-H learning
experiences are designed to allow for members to practice what they have learned through their
project materials. Once the participants have been given the opportunity to practice their newly
learned information, they may choose to adjust their goals, add to their knowledge base,
practice more, or move on to the stage of performance.

Reflect
Share — talk about what was experienced when doing the activity.
Process — talk about what questions were created by doing the activity.

Apply

Generalize — find general trends/common lessons learned — how does the experience apply to
the “real world?”

Apply — discuss how the new information can be applied to everyday situations or in the future.

UtahStateUniversity 88 10
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Mastery of Skills Learned

Mastery is where members demonstrate what they have learned through various 4-H activities.
These can be as diverse as the interest, needs, and imagination of those involved. They should
be planned with participants, not for them. Projects may range from a local group activity to a
national 4-H event. Each activity should relate to the broader county 4-H program.

Activities and events should:
* Provide opportunities for learning and life skill enhancement
* Help build self-esteem
* Inform others about 4-H

Types of events include:
* Non-competitive
*  Competitive

Activities which provide learning opportunities at all levels include:

Presentations - The ability to give good presentations involves skills and techniques that can
be learned by most 4-H members. These skills are learned through participation. Presentations
provide opportunities for learning throughout the year in non-competitive situations and in local,
state, regional and national competition. Planning and presenting 4-H presentations helps 4-H
members:

* Develop poise and ability to speak before a group

* Acquire additional information about subjects of interest
* Organize subject matter

* Develop ability to teach and inform

Visual Presentations - demonstrations and illustrated talks -involve showing or illustrating how to
do or make something. Actual products or models are often used with other visuals.

Public Speaking - involves presenting information in an organized manner, usually without the
aid of visuals.

Members should give their first presentation at project or club meetings in a non-
competitive setting. Providing a relaxed, enjoyable atmosphere and recognition from
peers, leaders, and parents, 4-H'ers will be encouraged to further develop their
presentation skKills.

Bowls - Designed to stimulate learning with emphasis on reading, studying, learning, and
participating with a group in a fun and friendly atmosphere. Bowls can be used with all projects.

Judging - Judging helps 4-H members grow in their analytical, decision making and
communication skills. Judging is making a decision and telling why it was made. By comparing
two or more items, 4-H members learn to recognize quality and standards, and make wise
decisions based on facts and needs. Judging provides an effective way for leaders to present
project information, stimulate interest in a subject, or motivate youth to work better. Judging
begins when the leader begins teaching members about the items they are making or growing.
Members use this knowledge in selecting materials or animals for their projects.
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Skill Events - Practice and preparation throughout the year for these events at the project and
club level contribute to learning and enhancement of self-esteem.

4-H Projects and Curriculum

A project is a series of learning experiences that require constructive thought and action. A 4-H
member's project includes all the knowledge and skills he or she gains from conducting a
planned learning experience.

All projects should offer opportunities for leadership, citizenship, and life skill development.
Therefore, project selection should be based on interest, abilities, and available resources. A
4-H member's project should be the result of individual planning and effort with counsel from a
leader or parent. Whether a boy or girl is involved in 4-H short term or long term, it is important
that he or she feels that something worthwhile was accomplished. It is recommended that
younger 4-H members select, plan, and annually conduct only one or two projects. They should
advance from exploration projects to two or more focused project areas as they mature.

The availability of quality curriculum materials for use by both youth and adults is recognized as
an essential component of the 4-H experience. Materials designed for use by staff will include
comprehensive subject-matter information, potential teaching aids (including, but not limited to,
videotapes, computer programs, etc.), resource reference lists, and suggested learning
experiences, all of which should be appropriate for the subject and target clientele.

Youth participants in 4-H school enrichment programs will not generally receive member project
materials. School salaried or volunteer personnel who receive Extension training should be
provided available leader materials and a copy of reproduction quality member materials.
Teachers, school divisions, or other organizations and agencies may purchase youth project
materials at an established price through the state 4-H office.

A listing of USU 4-H curriculum and related resources may be accessed via the 4-H website at
http://utah4h.org/htm/resource-library.

All printed materials for 4-H members and staff will clearly display the 4-H identity.

4-H Websites
In order to fulfill the mission of 4-H, it is essential that 4-H information be available to staff and
volunteers via the internet. Please visit www.Utah4-H.orqg.

UtahStateUniversity 88 12
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Developmental Characteristics
of Youth and Implications for Programming

Satisfaction from participation in 4-H is based on matching the level of involvement to the needs
and readiness of the youth. Each individual matures at his or her own pace and the transition
from one state of development to the next is gradual. Understanding characteristics and needs
at different developmental stages is important in planning 4-H learning opportunities. This
promotes progressive acquisition of subject matter information and life skills.

Basic needs of youth:
* To experience a positive self-concept
* To experience success
* To become increasingly independent
* To develop and accept ones own identity

The following chart presents general developmental characteristics of youth at various ages.
Activities and projects should be developed in recognition of needs at various life stages.

Developmental Characteristics
Of Youth and Implications for Experiential Learning

AGES5TO 8

Characteristics

e Easily motivated, eager to explore and try new things
Learn best if physically active
Short attention span, deal with here and now
Sensitive to criticism, do not accept failure well
Strong desire for affection and attention of adults

Implications for Experiential Learning Experience

Give clear and specific instructions

Plan a variety of activities where success can be experienced
Reading to this group is effective and enjoyed

Plan activities that take a short time to complete and build on previous
experiences

Focus on the “doing” rather than the finished product

Focus on cooperation and teamwork rather than competition

Provide activities that encourage physical activity and creative expression
Help create opportunities for learners to share

Plan for and encourage free time

Provide immediate positive encouragement and assistance

Reflect/Share

e Consider alternative ways of expressing things learned during activities such as
writing stories, drawing pictures and other creative outlets

UtahStateUniversity 88 13
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e Ask learners to talk about the activities — were they fun, boring, easy, hard, new,
done before

e If a sequential process was used, have learners name the steps completed in the
process

e |If problems happened in the activities, ask learners why they occurred and what
could have been done differently to avoid them next time

e |If supplies were used in doing activities, ask learners what other supplies they
could use when doing the activity again

e Ask learners to tell you what they will tell their family or friends about the
activities they have just completed

e If activities relate to careers, help learners to make those connections through
pictures, stories from family members, sharing of memories, role-plays, field
trips, etc.

e Have learners work with family members on follow-up related activities

Developmental Characteristics
of Youth and Implications for Experiential Learning

Ages 9-11

Characteristics
e Very active with lots of energy
Easily motivated and eager to explore and try new things
Extremely curious - constantly ask “why?”
Enjoy hands-on activities
Like being in groups of same sex
Learn about self through relationships with others
Admire and imitate older boys and girls
Rapidly changing interests
Usually do best when work is laid out in small pieces
Guidance from adults is important for staying on task
Do not see value in keeping records
Think more of the “here and now” present and not looking to the future
Like symbols and ceremony
Need recognition and praise for doing good work

Implications for Experiential Learning Experience

Allow groups to develop parts of a larger plan

Use hands-on, learn-by-doing activities

Use activities where learners need to determine and find needed resources
Build in activities where learners share/exchange resources

UtahStateUniversity 88 14
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Plan activities that allow learners to physically move about

Emphasize group learning experiences

Use activities where learners achieve and produce a product

Keep written work simple - review forms and worksheets with the group step-by-
step

Give clear instructions with set deadlines

Clarify and enforce reasonable limits and boundaries

Involve older teens in helping the group to plan and carry out activities together
Encourage group free time

Be visible and accessible but in the background

Present recognition in front of peers and parents

Reflect/Share

Have learners share what interests, talents, abilities, and skills they developed in
the activities

Ask learners to share any modifications they made during the activities

Ask learners how teamwork, cooperation, friendship, and sportsmanship played
out in activities completed

Ask learners to verbalize or demonstrate opposing points of view they observed
in the activities

Plan group time to talk about beliefs and values as related to activities completed
Ask learners to demonstrate the steps completed in the activities

Ask learners what questions they still have about the activities just completed
encourage them to find some of the answers on their own or encourage a few
learners to find the answers and report back to the group

Have learners explain rationale for choosing some options over other ones in the
completed activities

Help learners identify successes achieved in the activities - give positive
feedback to the efforts and successes you see (and look for them!)

Provide correction quietly, one-on-one, in a caring and consistent manner

Avoid generalized praise - this group sees through it and feels manipulated

Have learners generate alternative solutions to problems solved in the activities
or speculate other problems that could be solved in similar ways

Build in ways parents, teachers, and other adults can help learners complete
follow-up additional activities

Provide opportunities to set two or three goals for a six-month period

Work with learners to identify and study related careers

Build in community service roles to reinforce content taught

UtahStateUniversity 88
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Developmental Characteristics
of Youth and Implications for Experiential Learning

Ages 12-14

Characteristics

Concerned about physical development, self-conscious

Want to be liked by friends

Interested in activities involving boys and girls together

Interested in sports and active games

Like fan clubs, many have adult idols

Getting over the age of fantasy, beginning to think of what they will do when they
grow up

Often unclear of needs and values

Desire independence but want and need their parents’ help

Want to explore outside of their own community

Implications for Experiential Learning Experience

Encourage learning experiences related to understanding self and getting along
with others

Encourage active and fun learning experiences

Encourage learning experiences involving boys and girls

Provide hands-on and skill-centered experiences in specific subject matter
Give learners a chance to choose when and if to be in a position where they
stand out from the group

Allow opportunities for quiet time

Tasks can be more difficult and of longer duration - making a model, keeping a
journal, - allow for creativity!

During activities, ask questions to encourage predicting and problem solving
such as “What if this doesn’t work? What could happen then?”

Help learners find necessary information and resources

Encourage working with older teens and adults to complete learning experiences
Teen leaders should be three or four years older than the learners and
considerably more mature

Provide opportunities to practice leadership roles with coaching and encourage
keeping more detailed records of leadership experiences

Encourage involvement in teen councils and planning boards

Involve the group in setting rules

Provide realistic parameters - explain why they are necessary

Avoid singling learners out in front of others either to commend or to criticize
Provide learning experiences outside of the community

UtahStateUniversity 88
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Reflect/Share

e Ask learners to reflect on what they learned in the activities

e Ask learners about their observations in working as a group and what they may
have observed about other groups

e Have learners prepare and give presentations on what they gained from or
thought of the activities completed

e Ask learners to define their leadership style based on their performance in the
activities completed

Apply

e Provide opportunities for learners to ask and question ways of doing things in the
group

Present similar scenarios, and ask learners to predict results

Find time to talk with them individually

Have learners keep a journal of personal of their project related experiences
Encourage technological application of key concepts

Help learners identify and perform personal and group contributions that meet
community needs

Relate activities completed to career choices

e Have learners shadow experienced workers in related fields

Developmental Characteristics
of Youth and Implications for Experiential Learning

Ages 15-19

Characteristics
e Like being in groups of boys and girls
Want and need a strong voice in planning programs
Want adult leadership roles
Beginning to think about the future
Often need guidance in selecting careers
Becoming more aware of the community and how they can be involved

Implications for Experiential Learning Experience

e Provide opportunities for self-expression and leadership

e Provide activities to interact with the opposite sex such as trips, dances, work
groups

e Provide opportunities for learners to talk about their own beliefs, ideas and
abstract concepts

e Involve learners in carrying out plans - they are ready to be creative and ready to
take responsibility for affecting change

e Plan activities where learners can experiment with different roles

UtahStateUniversity 88 17
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e Encourage greater in-depth study of leadership roles and life skills

¢ Involve learners in more direct developmental activities such as tutoring,
coaching, leading groups, speaking to community groups, mentoring younger
children

e Be willing to admit mistakes as an adult!

Reflect/Share

e Ask learners what new information they learned in the activities

e Challenge learners to interpret and creatively communicate learning

e Ask learners to summarize how the group made decisions together throughout
the activities

e Ask learners how the activities could have been structured differently to more
efficiently accomplish the same goals

e Ask learners to describe or demonstrate how they compensated for unexpected
challenges and changes in the activities

e Ask learners to detail resources needed (available and missing) to complete the
activities

e Ask learners to generate and evaluate additional alternatives to activities

e Ask learners to describe underlying rules, values or principles in the activities and
how they influenced the results

e Ask learners to identify skills used in their group that are also needed in the
workplace

e Ask learners how they contribute to the well being of their families in similar ways
to their participation in this group

e Challenge learners to find answers to similar problems

e Encourage application of leadership life skills to living on their own - incorporate
budgeting and money management applications

e Construct experiences that involve them with the larger society

Support learners as they design follow-up related independent learning

experiences

Ask learners to develop plans for future life transitions

Offer career, college, vocational days

Encourage learning activities involving the community

Organize experiences outside of their own community

Resource: Developmental Characteristics of Youth: Implications for Experiential
Learning http://www.experientiallearning.ucdavis.edu/tlbx-ages.shtml
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The 4-H Enrollment System

4-H Members

A 4-H member is any boy or girl, in grades K-12, who enrolls and participates in a planned
sequence of related learning experiences for a minimum of six (6) hours. These will be under
the guidance of Extension-trained volunteers or paid Extension staff. Youth in home school
situations are eligible for 4-H membership. The grade level of home schooled youth is generally
determined by the highest grade at which they have been tested.

Every member should complete and sign a 4-H enrollment form each year. Enroliment may
occur at any time of the year, although some events/activities may require a minimum length of
membership for participation. The 4-H federal reporting year is October 1- September 30.

When 4-H members/volunteers move to another county and/or state, enrollment and
participation will be transferred to the new Extension office upon request of the 4-H family.

A 4-H participant is a youth in grades K-12 participating in educational programs provided by
USU Extension that may not actually use the 4-H name and emblem. These youth may
participate in a one time Extension youth activity/event, or less than 6 hours of instruction. Youth
participating in these programs should be made aware that they are involved in a program
sponsored by USU Extension.

4-H membership is open to all eligible youth, however, the maximum number of club
members and types of projects offered may be established by individual club leaders.

4-H Cloverbuds — (Grades K — 2)

Approved 4-H Cloverbud curriculum may be implemented utilizing all 4-H delivery methods of
clubs and enrichment programs. Cloverbuds may participate through 4-H Cloverbud clubs,
subgroups of larger multi-age clubs, school enrichment programs, school aged child care, or
special interest groups, depending on the needs and resources of the individual group and the
county's 4-H program. The Cloverbud program allows for more Adult/older youth/teen volunteer
involvement and support.

When Cloverbuds are involved in mixed aged clubs/groups/functions, separate learning/
educational experiences should be provided for Cloverbuds.

USU 4-H programs do not allow, support, or recommend the following for Cloverbud
youth:

e Activities and events, in which they are expected to control, care for, or otherwise
manage firearms or large animals. Large animals are defined as cattle, llamas, sheep,
swine, horses, goats and ratites (ostrich, rheas, emus, etc.)

Shooting sports
e ATV activities and projects
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Non-competitive

The Cloverbud Program is a non-competitive program. There is no individual judging.
Cloverbuds are to be recognized for participation only and are not to be awarded recognition
based on competition. Members may display completed projects at the county fair and/or other
events, but may not be part of any competitive team or performing group. If Cloverbuds are part
of a group of mixed age participants, all members of the group, regardless of age, will agree to
perform as a non-competitive category.

4-H Volunteers [This section updated July 2006; March 2009]

The mission of USU Extension 4-H is best served by active participation of citizens throughout
the state. To this end, we encourage the involvement of volunteers at

all levels and within all appropriate programs and activities. Volunteers are not employees of
Utah State University. Volunteers perform tasks or services on behalf of USU Extension 4-H of
their own free will without the expectation of compensation.

Prospective volunteer leaders must complete the Volunteer Leader Application Form. This form
includes permission to contact references and conduct background checks. Since a social
security number is required for the background checks, volunteer leader application forms
should be kept in a confidential section of the office files.

If it is determined that a background check may be appropriate and the county does not have a
separate policy, you may request a background check by submitting the following information:
full name of potential volunteer, date of birth, social security number, and the account index
number to be charged ($10/person) to carolann.downs@usu.edu. If the potential volunteer has
lived in another state or doesn't have a Utah driver's license, you may conduct a fingerprint
check through the local sheriff's office.

Once accepted, a volunteer does not have to reapply annually. However, he or she must be
reappointed, however informally this may be, by the supervising county extension staff member.

Information on the volunteer enroliment form should be verified every five years.

All volunteer leaders should have a written position description outlining expected
responsibilities. Volunteers are expected to perform competently as informal educators, and as
such, are expected to participate in orientation training programs led by 4-H paid staff or other
volunteers. Programs may consist of orientation, workshops, video/CD materials, web based
programs, publications, newsletters, forums, conferences, or other methods deemed
appropriate at the local level.

Volunteer leaders who move from one county to another during the 4-H year may transfer their
active status to the new county of residence. The Agent in the former county and the Agent in
the new county should contact one another regarding the volunteer’s transfer.

An individual cannot serve as an adult volunteer and a 4-H member simultaneously.
Depending upon the roles and responsibilities of a volunteer position, additional age
restrictions may apply.

Volunteers who may serve in a one-time or occasional role as resources for 4-H activities, and
may not have completed the entire volunteer application, should be under the direct supervision
of a paid staff member or registered volunteer at all times when youth are present.

UtahStateUniversity 88 20

COOPERATIVE EXTENSION


mailto:carolann.downs@usu.edu�

4-H Handbook and Policy Guidelines

The purpose of the 4-H program is positive youth development. All decisions and actions carried
out on behalf of the 4-H program should conform to this. Negative or abusive treatment of youth,
by paid or volunteer staff, will not be tolerated. Even though adult volunteers are an essential
part of the program, it is a privilege, not a right, to be a 4-H volunteer. The focus of the program
should at all times be kept on developing youth in a positive manner. A volunteer may be
relieved of specific duties by the paid staff member working with that volunteer. Should
termination of a volunteer become necessary for any reason, the state 4-H Director should be
contacted.

Volunteer resources may be accessed via the 4-H website at
http://utah4h.org/htm/volunteers and http://utah4h.org/htm/resource-library

Parents in 4-H

Parents are a vital part of the 4-H experience. Their cooperation and participation are

essential to the development of their child. Parents bear the primary responsibility for meeting
the needs of their children. 4-H develops and delivers programs which are designed to enhance,
not to detract from, the role of the family. The relationship between family and 4-H should be
focused on strengthening the child, the family, the community, and the USU 4-H program.

4-H assists youth in acquiring knowledge, building character, and developing life skills in a fun
learning environment that will enable them to become self directing, productive members of
society. Without strong family involvement and support, it is difficult for 4-H to help nurture a
solid foundation of development for the involved youth. Encouraging family involvement in 4-H is
a high priority. We seek a shared responsibility to

provide families with a supportive, caring network of adults working with their children.

4-H Age Policy [This section updated July 2009]

4-H ages and grades are based on the 4-H year, which begins October 1 and ends September
30. Categories are determined by a youths age and grade on October 1, the beginning of the
4-H year.

* Qualifying 4-H EFNEP programs may serve youth three years and older.

* Cloverbud 4-H Members: K - grade two (K-2)

* Junior members: Grades three — five (3-5) and at least 8 years old as of October 1.
* Intermediate 4-H Members: Grades six — eight (6-8)

* Senior 4-H Members: Grades nine — twelve (9-12)

Large animal, shooting sports, and some other projects require youth to be in 3rd — 12th grades
and at least 8 years of age on October 1, the beginning of the 4-H year. See the age rules
under each specific project area.

Eligibility for 4-H membership terminates upon graduation from grade 12. Seniors may exhibit
through the summer of their graduation year. 4-H'ers are then eligible for collegiate 4-H
membership. Individuals with developmental disabilities who exceed the upper age/grade level
for membership may participate as a 4-H member.

For local and state competitive events in which there is a regional or national contest, the age
guidelines of the regional or national contest shall apply. National contests — contestant must
already have passed his or her 14th birthday, and may not have reached his or her 19" birthday
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as of January 1 of the year in which the National 4-H Competitive Event is held. However, the
State 4-H Leader may grant a special authorization to compete, for youth with developmental
disabilities who exceed the upper age limit. (CSREES/USDA and National 4-H Leadership
Trust, April 2002)

Enrollment and County of Residence [Approved 8/07]
Youth are expected to enroll for all their 4-H work in the county in which they reside.

However, in extreme circumstances there may be situations where it is advantageous for a
youth’s county of residence to be moved to another county for 4-H participation (e.g.,
geographic location). If a 4-H member lives near a county line where the distance from their
residence is much further from county populations than it is to an adjoining county’s population
and school, community or other events like shopping or entertainment are held in the adjoining
county, he/she may seek approval to move their 4-H residence to that county.

Approval to change 4-H county residence must be requested, but is seldom granted. To seek
approval, the 4-H member must write a request for changing their 4-H residency and submit it
for consideration to the 4-H agent in the county in which they reside and the 4-H agent in the
county in which they want to participate. This request should be very specific as to why the
youth wants to change his/her county 4-H residency and how they would benefit from the
change. Approval by the Extension Agents in both counties is required. Each request is handled
on an individual basis. Once approval is given by both agents the request is forwarded to the
State 4-H Office where a committee will review the request and make a recommendation to the
Director of 4-H. Taking into account all of the information available, the Director of 4-H will make
a determination on an individual case by case basis and will notify the 4-H member of the
results of their request. The request to change county residency must be renewed annually by
following the same procedures.

Requests to change county 4-H residency to another county is only approved in extreme
circumstances. Dissatisfaction with quality of program, 4-H members, volunteers, leaders or 4-H
staff is not a sufficient reason to change county 4-H residency. Having friends or relatives in a
different county is not a sufficient reason to change county 4-H residency. 4-H is committed to
helping volunteers and parents develop programs that can benefit all youth in their counties.
Supportive parents and volunteers are who make it happen.

4-H and FFA Membership

It is permissible for youth to be members of 4-H and FFA at the same time as long as the
member manages separate animals and submits separate records for each organization.
Members are eligible to judge on teams of their choice with consultation of parents, FFA
instructors, Extension Agents and local club leaders. Youth will not be permitted to judge as a
team member in both 4-H and FFA at the same contest.

The national offices of 4-H and FFA have agreed on an eligibility policy, included in the
“Policies and Guidelines for National 4-H Competitive Events” which may be found at
http://www.national4-hheadquarters.gov/library/compevent.pdf

Special Needs / Situations
Marriage and/or parenthood does not disqualify individuals from 4-H membership and
participation, provided other eligibility requirements are met.
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Individuals older than 19 years of age, who have special needs, are eligible to participate in 4-H.

Enrollment Information / Records

Medical History Form

Each member should have a completed medical history form, current for the 4-H year, on file in
the Extension office. A new form should be submitted each 4-H year along with the member
enrolliment. As long as the information is still current, a copy of the form with a current signature
is acceptable for activities/events through the 4-H year. Extension staff should ask
parent/guardian if the information is still current, and give them the opportunity to add to the
information or complete a new form, if necessary.

One copy should be kept on file in the Extension office, and the original or copy to the club
leader, who should be told to have it available at club meetings and related activities.

A current medical history form should be accessible when members are being transported,
attending overnight activities, or when members are in the primary custody of the volunteer or
Extension staff member. A form should also be available for each adult in the event they may
require emergency treatment while on a 4-H related trip (the adult form may be submitted in a
sealed envelope marked “confidential” and opened if necessary for care).

Code of Conduct

4-H events/activities may require a code of conduct for each participant. Personal conduct of 4-
H members while attending county, state, regional or national events is expected to model 4-H
ideals, and consistent with the Utah 4-H code of conduct or the specific code of conduct set for
the event. If those in charge of the event determine behavior violates the expectations, such
person or persons may be immediately returned home to the custody of their parents or
guardian at the expense of the parents or guardian.

Photo Release Form

Extension staff must have signed permission to publish any photos/images/voice media taken at
4-H events/activities. A photo release is included in 4-H Member Medical History Form. A copy
of the photo release should accompany any photos sent to the state office for publicity
purposes.

Health Insurance

Counties should enroll each member in the yearly accident insurance plan provided through
American Income Life Insurance. If a member has paid his/her premium in one club in the
county, there is no need to pay another premium if s/he is also a member of one or more
additional clubs. Coverage runs for the calendar year. The premium of $1.00/year/member
($2.00/year for horse and ATV clubs) provides accident insurance coverage for the member if
the incident occurred during any 4-H related activity/event. Participants in school enrichment or
afterschool programs may waive this requirement if they are covered by the school policy.

American Income Life Insurance information and forms may be accessed by visiting the site
directly at http://www.americanincomelife.com/

4-H Enrollment System (MarTech)
The 4-H Enrollment System (MarTech) is a collection of computer programs and files that
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allows counties to maintain their 4-H enroliment. MarTech is used primarily for enroliment data
entry and editing, and printing reports and labels. Special 4-H utility programs are provided to
perform additional functions including enroliment statistics, club rosters, data verification, and
data backup.

It is essential that each county use the MarTech 4-H enrollment definitions provided by the State
4-H Office. These pre-defined record formats are the only formats that can be sent to the State
4-H Office. Questions about use of this program should be directed to the state 4-H office (435-
797-4444).

MarTech assistance may also be accessed via the 4-H website under “Staff Resources” at
http://utah4h.org/htm/staff-resources/martech

4-H Enroliment data disks are to be mailed to the State 4-H Office in October of each year.
These disks are uploaded and data compiled to provide statistical information about each
county program as well as the total USU 4-H Program.

Retention of Records
In accordance with USU policy, records should be held for three years, with the exception of
financial records, which should be held 5 years or after the last audit.

Privacy Policy

To protect the privacy of 4-H members and volunteers, the names of 4-H leaders and
members are not to be furnished to any individual or group entity outside of Cooperative
Extension unless authorized by the State 4-H Director. With permission, the name and contact
information of adult volunteers may be shared with people who inquire about joining a 4-H club
or becoming involved in a 4-H activity/event.

Delivery Modes

4-H Clubs

The club is the basic unit and foundation of 4-H. An organized club meets regularly under the
guidance of one or more volunteer leaders, elects its own officers, plans its own program, and
participates in a variety of activities. Members develop bonds of friendship, concern for each
other, and a feeling of belonging to something worthwhile and important.

4-H clubs can be organized within other groups such as Boys and Girls Clubs, YMCA, YWCA,
community centers, schools, afterschool programs, etc.

A 4-H’er may be a member of more than one 4-H club, and enroll in more than one project.
Clubs are as varied as the people of which they are made:

Community Clubs

Usually include a larger number of members of various ages who work on a variety of projects.
They may all work together on citizenship and service projects, then select different individual
project areas. Such a club usually has an organizational leader and several project and activity
leaders.
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Project or Special Interest Clubs
All members work on the same project area together. This type of club may meet for a defined
period of time, or be on-going, may or may not have officers.

Family Clubs
Families may organize as a 4-H club with parents and others as leaders. They may be involved
in one or more projects and in community service activities.

4-H School Clubs
Volunteer or teacher led, harder to have in-depth parental involvement as outlined for
community clubs but parents should be involved as much as possible.

4-H Afterschool Clubs

Quality after-school programs provide safe, engaging environments that motivate and

inspire learning outside of the regular school day. While there is no single formula for success in
after-school programs, research indicates that effective programs combine academic
enrichment, cultural, and recreational activities to guide learning and engage youth in
wholesome activities. Curriculum and training materials are available for integrating 4-H clubs
and programming in afterschool settings. National 4-H Council's Afterschool site may be
accessed at http://www.4hafterschool.org/

Military 4-H Clubs
Organized through a partnership between 4-H, military instillations, National Guard and Army
Reserve.

School Enrichment

Enrichment programs may be coordinated with school personnel serving as volunteer leaders of
4-H curricula meeting the core curriculum/end of level testing standards. The purpose of
enrichment programs is to teach youth subject matter in a short time frame, expose new youth
to 4-H, and to involve those youth in 4-H for further programming opportunities, moving them
toward club participation.

Individual Membership

Although a major benefit of 4-H is working with others, there may be instances where it is not
practical for club membership. In such cases, a member may participate in 4-H under the
guidance of a parent or other adult as an individual member, without group affiliation.

4-H Camps (Day Camps and Overnight Camps)

There are a variety of 4-H camps conducted throughout the year at various locations within the
state and many counties conduct residential and/or day camps in their respective areas.
Residential 4-H camping is a proven and effective method of reaching, teaching, and involving
youth in leadership skill development. 4-H camping is cooperative group living in a natural
environment which focuses on the individual's social, mental, and physical development for both
boys and girls.
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* Each 4-H camp is an independent educational event and, therefore, not restricted or
contingent upon any pre-requisites (such as completing a project, being a club officer,
etc.)

* 4-H camp is open to any boy or girl who meets the school grade guidelines.

* Youth do not have to be 4-H members to attend 4-H camps; however, they should be
given the opportunity to join. Once they are involved in at least six hours of
programming, they are considered 4-H members.

* Residential camping is defined as one or more overnight events; day camping does not
include spending the night; special interest camps focus mainly on a specific project or
theme area (e.g., sewing camps, shooting sports, horse, livestock).

* Every effort should be made to involve youth attending 4-H camp in year-round 4-H
clubs and programs in the respective county.

* Youth participating in a camp setting shall be under the supervision of trained counselors
and adult volunteers. It is imperative that we work to minimize our exposure to liability
situations. The key to reducing exposure to liability situations is quality staff development
for our staff, both paid and volunteer. ALL volunteer staff, as well as paid staff working
with 4-H camps, should receive training prior to the camp session.

Age Policy for Campers, Teen and Adult Camp Staff

In order to serve as a 4-H camp counselor, or C.I.T. (counselor-in-training) in any supervisory
capacity with campers, youth must be in at least grade nine of the year participating in camp,
and completed training prior to the camping experience.

* The 4-H year is October 1 - September 30.

e If achild is not yet enrolled in Kindergarten, but is eligible to enroll during the 4-H year,
he or she is eligible to attend a Cloverbud 4-H camp.

* If achild is not yet enrolled in Grade 3, but will become eligible to enroll during the 4-H
year in which a 4-H junior camp is held, he or she is eligible to attend a 4-H junior camp.

e Ifachild is in Grade 9 during the 4-H year in which a 4-H junior camp is held, he or she
is eligible to attend a 4-H junior camp as a camper. Beyond this grade level, youth
should be encouraged to serve as camp counselors rather than attend as campers. This
should prevent the situation of counselors supervising campers older than they are.

4-H Camp Staff and Minimum Requirements

Counselor-in-Training (CIT's)
A learning role under the supervision, guidance, direction, and/or leadership of an
experienced camp counselor with intent to become a future 4-H camp counselor.
CIT’s must:
o Be selected by USU Extension staff
o Be a positive role model and display maturity (based on judgment of USU staff)
¢ May not have sole supervision of campers during the camp event at any time

Camp Counselor

Serves as a supervisor of children in the camp setting; assumes responsibility for the well-being
of the campers in his/her care at all times; serves under the supervision, guidance, direction,
and/or leadership of the Extension staff (paid or volunteer) in charge of the 4-H camping event.
Camp Counselors must:
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* Bein at least grade 9 of the current year

* Be selected by USU Extension staff

* Be a positive role model and display maturity (based on judgment of USU staff)
* Be trained prior to the camping experience in which he/she plans to serve

Adult 4-H Camp Volunteer

Serves as a volunteer in the camp setting, a leader in one or more roles, under the
supervision, guidance, direction, and/or leadership of the 4-H staff (paid or volunteer).
Adult Camp Volunteers must:

* Be at least 19 years of age or older by January 1 of the current year;

* Be selected by USU Extension staff;

* Be a positive role model and display maturity (based on judgment of USU staff),
* Be trained prior to the camping experience in which he/she plans to serve

e Submit a volunteer enrollment form

4-H Portfolios
Records are as much a part of 4-H as projects, activities, and events. Records are a basis for:

* Decision making and goal setting

* Summarizing learning and accomplishments
* Recognition — of oneself and from others

* Developing a habit of good record keeping

* Evaluating progress and accomplishment

The USU 4-H Member Portfolio is a comprehensive summary of a member’s 4-H

career, with updates included each year of membership. This generic record is

designed for most projects. A 4-H member will complete one form per year for each project
conducted. The form is designed for recording personal project goals, objectives, and
accomplishments. Participation in activities, leadership and citizenship roles directly related to
the project are also recorded on this form. All members should be encouraged to develop and
maintain a 4-H portfolio. http://utah4-h.org/htm/general-forms/portfolios

4-H Activities, Events, and Trip Policies

Code of Conduct

Personal conduct of 4-H members while attending county, state, regional or national events is
expected to model 4-H ideals, and consistent with the Utah 4-H code of conduct or the specific
code of conduct set for the event. If those in charge of the event determine behavior violates the
expectations, such person or persons may be immediately returned home to the custody of their
parents or guardian at the expense of the parents or guardian.

Alcohol and Drug Policy [This section updated July 2009]
All USU Extension paid and volunteer staff are required to comply with the Alcohol and Drug
Policy of the University (see http://www.usu.edu/hr/policies/section300/313.pdf).

In addition, it is the policy of USU 4-H that volunteers and paid staff may not possess or
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consume, or be impaired by, alcohol or while participating in a 4-H activity at which youth (under
the age of 21) are present. Whether alcohol is served at 4-H activities which are held exclusively
for adult audiences (all participants 21 years or older) is at the discretion of the event
organizers. It is recommended that if alcohol is served, non-alcoholic alternatives be
prominently included in the choice of refreshments.

Transport of 4-H Members

Volunteers should obtain written permission from parents/guardian before transporting 4-H
members to any activity or event including club field trips and activities, and county, regional or
state activities. A Parent/Guardian Field Trip Notification Form, found in the appendix, may be
used for this purpose.

Personal transportation to and from 4-H program activities is the responsibility of the 4-H
member, youth participant, parent, volunteer, or other driver and is not covered by USU or the
state of Utah liability. When using a private vehicle for 4-H activities, there is no collision
coverage for either an employee or a volunteer. Collision coverage will only apply when using a
state owned vehicle.

Before allowing a volunteer to transport youth in their own vehicle, Cooperative Extension
should verify that the volunteer has a valid driver’s license. The best way to document this is to
keep a copy of the license on file.

If the Extension office coordinates transportation and vans are used, no more than seven
people total should be transported per van.

Travel Policy for Teens

Teens under 18 years of age, outside of the immediate family, without written authorization from
parent/guardian, are not authorized to drive or transport other persons when they are involved in
4-H activities. “Don't allow youth to drive a vehicle transporting other youth or even adult
participants.” (Liability Issues Memo-10/99.)

Teens who drive themselves to 4-H activities are to leave vehicles parked for the duration of the
activity/event.

Chaperones [This section updated July 2006]

It is the responsibility of the Extension staff to see that 4-H events are adequately chaperoned
and appropriate standards are followed. The number of chaperones will be determined by the
age of participants and the nature of the activity. Younger members will require more
chaperones. For junior and intermediate members, one adult to eight youth is appropriate. With
older members, one adult to ten youth is the recommended ratio in most situations. If the event
is overnight and is for both males and females, then a male and female chaperone should be
present. Gender balance of chaperones may be negotiated with another delegation if
necessary. To provide for appropriate housing of youth and adults, 4-H faculty and paid or
volunteer staff should not room with youth.

All volunteers serving as chaperones must be screened and have a completed volunteer
enrollment form on file in the Extension office.

Volunteers serving as chaperones should be older than 21 years of age, and not enrolled as a
4-H member.
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Above Suspicion Policy

One-on-one situations of an adult (paid or volunteer) with a youth should be avoided as
reasonably feasible. The purpose of this is to provide a safe and caring environment for youth
and adults in all 4-H program situations, and to protect both paid and volunteer staff from
situations that could potentially occur in any 4-H youth program, including camps, trips, and
other events, where there is potential for being accused of abuse. It is recognized that there will
be occasions where one-on-one situations are unavoidable. ALL staff, both paid and volunteer,
should, whenever possible, avoid such situations with youth. “Avoid being placed in situations
where you are one on one with the opposite sex, especially minors. Always have someone else,
preferably an adult present.” (Liability Issues Memo, 10/1999).

Paid and volunteer staff shall be screened prior to being selected to serve in 4-H. Screening
may include personal interviews, reference checks, police background checks, and/or letters of
recommendation.

Room Supervision
Youth in ALL rooms utilized for lodging shall be supervised and it is required that the following
options be used:

* No adults in rooms with youth, however, supervision should be provided by adults or
teen counselors in a nearby room.

* No adult shall stay in a room with youth, without written permission of parent/guardian.

e Adults will provide guidance and support for teen counselors.

Permission - Pickup of Youth

Youth participating in 4-H activities or events in which they are dropped off and picked up, are
allowed to leave ONLY with individuals indicated by parent/guardian. A sample form may be
found in the appendix.

Competitive 4-H Activities and Events

All competitive activities and events should be preceded by sufficient learning and practice.
Training sessions and local contests should be modeled after the format for regional, state or
national events. Youth in any competitive 4-H event must have had the benefit of prior
preparation. The competitive element in 4-H is designed to complete the learning process. The
competitive activity is not a "stand alone" event.

Youth selected for participation in state competition should have had sufficient learning and
practice to develop a feeling of competence and confidence. State level competition should not
be the first time a youth presents to an audience in the area chosen for competition. These
participants should have had the opportunity to present on a club, county or regional level prior
to state competition.

EI|g|b|I|ty Requirements
All boys and girls must be 4-H members working under the supervision of Utah State
* University Extension.
* 4-H members may compete in the same contest area until top honors are won.
* 4-H members entering a contest should be enrolled in the project or activity for which the
contest is planned. This may include a self-determined project.
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* Members should have had sufficient information, instruction and practice to feel
comfortable and to perform well.

* 4-H members should be familiar with the rules of the contest in which he or she is
entering.

* Some contests which have national level events may have different age requirements.

Recognition and Awards

The appropriate use of recognition and awards can inspire people to go further in their
endeavors, and can be an incentive to greater accomplishments. The following model was
developed by the National 4-H Awards Task Force. It provides opportunities for recognizing
members for different types of 4-H involvement and accomplishments.

Recognition given for participation in educational experiences is valued by all youth.
Recognizing participation in any phase of 4-H can be a first step in building a positive self
concept. Examples of participation awards may include T-shirts, hats, patches, certificates, and
participation ribbons, etc.

Recognition given for progress towards goals helps 4-H'ers assess and feel good about their
progress toward their goals. It encourages them to continue their growth and development. It
also helps young people set realistic goals, and recognizes them for their achievement toward
these goals. Examples of such awards are positive comments, patches, 4-H memorabilia, and
project equipment or supplies.

Recognition given for achievement of standards of excellence helps 4-H'ers evaluate the life
skills they are learning. Such standards can be used for product and for demonstrable skills,
and are often measured by a scorecard. The Danish or group system of placing provides blue,
red, or white ribbons to each participant without ranking within the ribbon groupings, members
are judged on their own merit based on age, years in project, etc, rather than against one
another. In some projects, recognition is given to everyone who achieves the given standards.
Examples of awards are ribbons, certificates, 4-H memorabilia, and project equipment or
supplies.

Recognition given for results from peer competition is an outgrowth of the desire and
motivation to be the best. This type of recognition is given through competitive programs or
contests in which members' knowledge or skills, or the products they produce, are compared &
ranked with others. Examples of awards are place ribbons (1st, 2nd, 3rd, 4th, etc.), trophies,
scholarships, and trips.

Recognition given for cooperative and collaborative efforts helps members see the importance
of teamwork. Recognition in this area is provided for accomplishments of the whole group rather
than an individual. Examples may include publicity, an outing/activity/treat enjoyed by all
members. The county 4-H program should have an awards and recognition program that
encompasses all five components of the national model:

Participation

Progress toward goals

Achievement of standards

Peer competition

Cooperative and collaborative efforts

agrwNPE
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Although the model was developed to recognize 4-H members, it can be adapted for
recognizing volunteers.

Danish System of Judging

The Danish system is the preferred strategy for recognition-affording all participants

appropriate recognition. The purpose of the Danish system is to recognize all the individuals
involved for reaching a level of achievement or performance. The Danish system allows a judge
to award three blue (1sts), two reds (2nds), and one white (3rd) if that is the appropriate award
combination for what the youth achieved. In another class, the judge may feel that the youth
have not reached an achievement level of blue (1st), and awards two reds (2nd), and one white
(3rd). A top blue may be chosen from a class to be considered for champion, if the judges deem
necessary and appropriate.

* Peer competition should balance the development of life skills, while sensitive to the
current interests of youth.

*  Peer competitions in which the overriding theme is "winner take all"* should be
discouraged.

* Competition should be judged in accordance with established criteria, and appropriate
feedback and comments should be provided to each participant. Comments should be
constructively focused for the purpose of the participant's improvement.

* In the spirit of the 4-H motto: "To Make the Best Better," it is imperative that judges of all
4-H events be adequately trained to provide quality feedback to all participants.

* Quality competitive events are an important component of the 4-H program and serve as
a means to attract young people to engage in 4-H educational experiences. These
events provide evaluation and feedback, and help 4-H’ers learn how to make and defend
decisions and to speak publicly.

* All areas of peer competition are to be project driven and should characterize the cycle
of the "4-H Learning Model."

* To maximize the educational benefits to the 4-H member, feedback and recognition
should happen at the time of the achievement.

* A system of "Qualifying Events" for both individual and team activities may be
implemented to determine eligibility at higher levels of peer competition, when
appropriate. A qualifying event may be a workshop, or peer competition (local, regional,
state), and may serve as an added opportunity for skill development, and to encourage a
high standard of quality.

Trips, Awards, Scholarships
Recognize achievement and motivate youth to strive for excellence. These awards will be
provided according to the following guidelines:

* A member must meet the specific requirements established for the trip, award or

* scholarship.

* A member shall not be given the same state award more than once.

* Scholarships or other monetary awards provided by donors must be used in the year in
which they are received or passed to an alternate. Exception: college scholarships
awarded to 4-H’ers still in high school will be held in the state 4-H office until they are
enrolled in college.
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* 4-H members and volunteers accepting funds to participate in 4-H activities and/or
training are expected to meet all requirements of the activities and/or training. If all
requirements are not met, funds are to be repaid by the recipient.

Members may receive more than one state award in different areas during a calendar year,
however the following restrictions apply:

* A 4-H member may attend National 4-H Congress only once.

* A 4-H member may attend National 4-H Conference only once.

* A 4-H member may submit one portfolio in a given year.

* A 4-H member may compete in the same contest until the top state award is received.
* A 4-H member may compete only once in each national contest area.

4- H Animal Care Policy

Each 4-H animal project shall include learning experiences appropriate to the species of
animal to assure that 4-H members understand and practice the standards of humane
treatment of animals.

* Educational materials will be reviewed periodically to assure that content reflects
current knowledge of humane care practices.

* Events such as greased pig contests, calf scramble contests, and other events for
entertainment or which enable youth to randomly capture animals from a group or in a
prize winning situations are not acceptable and should not be planned, supported, or
approved for 4-H participation.

* Fairs, shows, exhibitions, and similar events involving 4-H members with animals shall
be conducted according to humane animal care standards. Because these activities take
place away from the animal's familiar environment, special attention is needed for
transportation, safe housing, adequate feed and water, ample space, humane handling,
and good management and showmanship.

Hard Hats - As per Utah 4-H Horsemanship Contest Rules, page 7, item #3

The use of safety headgear is encouraged by Utah 4-H. Headgear must be approved by
American Horse Show Association and may be worn by any exhibitor in any class. If leasing an
animal for 4-H project, you may want to use the attached sample lease agreement. It will need
to be modified for individual situations and may require review by an attorney.

Reporting of Suspected Child Abuse

As members of a youth serving organization, it is important that adults are aware of their
responsibility for child safety. All USU paid and volunteer staff should report suspected child
abuse cases. Volunteers should report cases to paid Extension staff, and paid staff should
report to their immediate supervisor and the State 4-H Director. Suspected cases of abuse
should then be referred to the appropriate child welfare agency.

Prior to the beginning of any 4-H event, all staff should receive information and instruction
necessary to be made fully aware of the potential liability risks in the following areas:

e sexual harassment
e suspected child abuse
* 0one-on-one situations
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Club Finances and Inventory

Club Bank Accounts (updated January 2009)

4-H clubs and affiliated 4-H organizations are included in a group ruling of the Internal

Revenue Code as 501 (c)(3), tax exempt. All 4-H Clubs should have their own IRS nine-digit
Employer Identification Number (EIN) (also known as a Taxpayer ID number) if they plan to
open a club bank account. Clubs should NOT be using an individual's personal Social Security
Number or a state tax ID number. You may apply for an EIN by phone, fax or mail depending on
how soon you need to use the number.

As of 2008, new rules were in process regarding IRS requirements for 4-H clubs. Please refer to
forms and fact sheets posted on the www.Utah4-H.org website, under “staff resources” for the
most current information.

Club Inventory

4-H clubs may find it necessary to keep tangible property to assist the educational goals of
teaching youth life skills. Tangible assets are defined as physical property and may range from
cooking equipment to horse tack to buildings, property, vehicles, and live animals. When
acquiring tangible assets, one must be fully prepared to handle the responsibilities associated
with owning and maintaining materials. Although it can be beneficial to own equipment it can be
the source of friction within the 4-H organization. Before the decision is made to acquire
property, 4-H members and leaders should evaluate completely the following issues:

* Storage, maintenance and care of equipment or animals

* Documentation and record keeping

* Risk associated with ownership

e A plan for disposal of property when it is no longer needed

In some cases, it may not be in the best interest of the club or organization to hold tangible
assets. Leaders should carefully consider all options and consult with the local 4-H agent before
making the decision to acquire property. Further, leaders and agents should never feel an
obligation to accept or maintain items which are not consistent with the mission of 4- H or which
will not further our educational goals. Be careful before accepting property in the name of 4-H
that carries conditions limiting the organization's options for management or disposal. And
remember that all property purchased with 4-H funds or donated to a 4-H club or organization
belongs to the organization and not to any one individual.

If you keep accurate and complete records, you will avoid many problems. Store receipts,
warranties, titles and other important paperwork in a safe location such as the local Extension
Office or a safe deposit box. Inform all that may need access to the documents of their location.
Critical documents such as deeds and titles should be stored in such a way that they are
protected from fire, damage, theft or loss. Deeds of real estate should be recorded in the deed
records of the county where the property is located.

Both the 4-H Agent and volunteers have the responsibility for safeguarding tangible assets and
insuring that these items are used in accordance with the University and other applicable
policies. The existence, ownership, condition, and location of these should be verified annually.
Keep as much documentation as you think necessary to prove ownership if the item is lost,
stolen or destroyed. Such proof may be instrumental in getting the item replaced
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Attached is a sample of an inventory record sheet you may use to help you manage your
assets. Inventory sheets should be kept on file in the Extension office as well as with the club or
organization responsible for management. All tangible assets should be identifiable by either an
identification sticker or inscribed with the unit's name.

In the event of damage or loss of property under the care of a club leader, you may want to refer
to the Property loss of damage checklist for insurance recovery for information needed to relay
to the State 4-H Director at 435-797-4444.
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Sample Lease Agreement

4-H Lease Agreement

County/City 4-H

I. Name of Parties and Description of Property

This lease is entered into this day of , between

(lessee) and
(lessor),
hereafter referred to as the lessee and the lessor, respectively. That for in consideration
of the mutual covenants and agreements contained herein, the lessor hereby leases to
the lessee the animals described below:

Name of animal:
Breed:

Age: Color:
Markings or other descriptive information:

(Attach a photograph of animal to the lease agreement)

Il. Terms of the Lease

The term of this lease shall begin on the effective date of execution as indicated
above on this agreement and will remain in effect until one or more of the following
conditions occur:

A. The lessor requests the return of the animal. The lessor must give at least 30
days written notice prior to termination of the lease. The lessee will be
responsible for returning the leased animal to the lessor.

B. The lessee returns the animal to the lessor. The lessee must give written notice
at least 60 days prior to termination of the lease.

C. The animal, in the opinion of at least three qualified individuals, is not properly
cared for. If this is the case, the lease will be terminated immediately. The lessee
will be responsible for returning the leased animal to the lessor.

lll. Rights and Responsibilities of the Lessee and Lessor

Lessee’ Rights and Responsibilities

1. Provide adequate and proper fee, water and shelter
2. Provide for the care of the animal including:
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proper grooming of the animal as directed by 4-H club leaders;

all necessary veterinary care including control of external and internal
parasites;

all farrier expenses including hoof-trimming and shoeing;

any special feed, medication or supplements for continued care.

PO T®

3. Obtain all necessary tests (e.g. Coggins) required for shows or other group
activities that include the animal.

4. Provide safe transportation for the animal to and from shows and other activities.

5. At the termination of the lease, deliver the animal back to the lessor in as good or
better condition than when it was originally delivered.

6. The lessee may not dispose of the animal in any manner without the approval of
the lessor.

Lessor’s Rights and Responsibilities

1. The lessor shall have the right to inspect the premises including

pasture/barn/fences, etc. of the lessee and suggest any needed

recommendations for changing the premises to make it acceptable for keeping

the health of the animal.

Provide a healthy animal to the lessee.

Provide necessary records to the lessee regarding care, feeding, shots, worming

and farrier treatment of the animal.

4. The lessor shall have the right-of-entry to the lessee’s property to inspect the
animal and may require additional care or treatment to insure the animal’s health.

w N

IV. Legal Considerations
The lessee will not be held responsible for any bodily or property damaged caused by
the animal, its riders, handlers or trainers, while it is in the possession of the lessee.

V. Signatures

In testimony whereof witness our hands at , Utah,
on this day of : A.D.
Lesee Signature Lessor Signature

Parent/Guardian Signature
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PROPERTY LOSS OR DAMAGE CHECKLIST FOR INSURANCE RECOVERY

This checklist outlines what must be accomplished to minimize the time involved in
the settlement of property claims.

Notify the State 4-H Office by telephone IMMEDIATELY at 435-797-4444 or fax at 435-
797-3268. Also call the police on all thefts and vandalism.

The information required is:

Date loss occurred

Time the loss occurred

Kind of loss (theft, water damage, fire, wind, etc.)
Location of the loss

Dollar estimate of the loss

Description of loss and/or damage

Name of contact person and telephone number

@roooop

If property has been damaged by fire, water, etc., the Director of 4-H will indicate what
can be done to ensure that no further damage occurs and steps to take which will not
jeopardize your insurance claim.

Forward a written report immediately to the State 4-H Office outlining the above
telephone report and any additional information. In the case of thefts and vandalism
please ask the local police to send a copy of their report to the State 4-H Office. If
equipment is stolen or damaged, forward copies of documentation immediately which
support the original purchase of the equipment (i.e., purchase requisitions, invoices,
etc.).

Then, forward copies of documentation showing how you replaced damaged or stolen
equipment or the actual repair costs of the equipment damaged. Our policy provides for
the lesser of full replacement with like kind or quality or repair of equipment, less a
deductible. Therefore, the claim cannot be settled without the repair or replacement.
Replacement or repair of property must follow USU Purchasing guidelines.

Once settlement is received, the State 4-H Office will contact your department for the
information to deposit funds recovered from insurance.

NOTE: It is imperative that the above steps be completed AS SOON AS POSSIBLE.
Prompt reporting allows for prompt recovery of funds. Late reporting may result in
delays of up to six months or more in recovery.

Questions regarding Utah State University’s insurance coverage for liability, property,
automobile, etc. should be referred to the State 4-H Office.
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4-H Property Inventory Sheet

This form may be used to document personal property items belonging to the 4-H club.
Should items become damaged or stolen due to unforeseen circumstances beyond your
control, this documentation may be helpful in recovering reasonable replacement costs.
Keep a copy for your records and keep one on file in the Extension office.

Club Name

Leader’s Name Inventory Date

Description of | ID | Manufacturer | Model Serial Date Place of | Date of
Property # # # Acquired | Storage | Disposal

Please Note: You may choose to keep additional records such as titles, receipts, letters
of acknowledgement, maintenance agreements, etc. Keep all records in safe location
protected from fire, water damage or other hazard.
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Page 2

Do | Need an EIN?

File Form SS-4 if the applicant entity does not already have an EIN but is required to show an EIN on any return, statement,
or other document.! See also the separate instructions for each line on Form SS-4.

IF the applicant...

AND...

THEN...

Started a new business

Does not currently have (nor expect to have)
employees

Complete lines 1, 2, 4a-8a, 8b—c (if applicable), 9a,
9b (if applicable), and 10-14 and 16-18.

Hired (or will hire) employees,
including household employees

Does not already have an EIN

Complete lines 1, 2, 4a-6, 7a—b (if applicable), 8a,
8b—c (if applicable), 9a, 9b (if applicable), 10-18.

Opened a bank account

Needs an EIN for banking purposes only

Complete lines 1-5b, 7a-b (if applicable), 8a, 8b—c
(if applicable), 9a, 9b (if applicable), 10, and 18.

Changed type of organization

Either the legal character of the organization or its
ownership changed (for example, you incorporate a
sole proprietorship or form a partnership) 2

Complete lines 1-18 (as applicable).

Purchased a going business 3

Does not already have an EIN

Complete lines 1-18 (as applicable).

Created a trust

The trust is other than a grantor trust or an IRA
trust 4

Complete lines 1-18 (as applicable).

Created a pension plan as a
plan administrator °

Needs an EIN for reporting purposes

Complete lines 1, 3, 4a-5b, 9a, 10, and 18.

Is a foreign person needing an
EIN to comply with IRS
withholding regulations

Needs an EIN to complete a Form W-8 (other than
Form W-8ECI), avoid withholding on portfolio assets,
or claim tax treaty benefits ©

Complete lines 1-5b, 7a-b (SSN or ITIN optional),
8a, 8b—c (if applicable), 9a, 9b (if applicable), 10,
and 18.

Is administering an estate

Needs an EIN to report estate income on Form 1041

Complete lines 1-6, 9a, 10-12, 13-17 (if applicable),
and 18.

Is a withholding agent for
taxes on non-wage income
paid to an alien (i.e.,
individual, corporation, or
partnership, etc.)

Is an agent, broker, fiduciary, manager, tenant, or
spouse who is required to file Form 1042, Annual

Withholding Tax Return for U.S. Source Income of
Foreign Persons

Complete lines 1, 2, 3 (if applicable), 4a-5b, 7a-b (if
applicable), 8a, 8b—c (if applicable), 9a, 9b (if
applicable), 10, and 18.

Is a state or local agency

Serves as a tax reporting agent for public assistance
recipients under Rev. Proc. 80-4, 1980-1 C.B. 5817

Complete lines 1, 2, 4a-5b, 9a, 10, and 18.

Is a single-member LLC

Needs an EIN to file Form 8832, Classification
Election, for filing employment tax returns and
excise tax returns, or for state reporting purposes &

Complete lines 1-18 (as applicable).

Is an S corporation

Needs an EIN to file Form 2553, Election by a Small
Business Corporation ?

Complete lines 1-18 (as applicable).

For example, a sole proprietorship or self-employed farmer who establishes a qualified retirement plan, or is required to file excise, employment, alcohol,

tobacco, or firearms returns, must have an EIN. A partnership, corporation, REMIC (real estate mortgage investment conduit), nonprofit organization
(church, club, etc.), or farmers’ cooperative must use an EIN for any tax-related purpose even if the entity does not have employees.

N

However, do not apply for a new EIN if the existing entity only (a) changed its business name, (b) elected on Form 8832 to change the way it is taxed (or is

covered by the default rules), or (c) terminated its partnership status because at least 50% of the total interests in partnership capital and profits were sold or
exchanged within a 12-month period. The EIN of the terminated partnership should continue to be used. See Regulations section 301.6109-1(d)(2)(iii).

@
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o

o

~

©

©

Do not use the EIN of the prior business unless you became the “owner” of a corporation by acquiring its stock.

However, grantor trusts that do not file using Optional Method 1 and IRA trusts that are required to file Form 990-T, Exempt Organization Business Income Tax
Return, must have an EIN. For more information on grantor trusts, see the Instructions for Form 1041.

A plan administrator is the person or group of persons specified as the administrator by the instrument under which the plan is operated.

Entities applying to be a Qualified Intermediary (Ql) need a QI-EIN even if they already have an EIN. See Rev. Proc. 2000-12.

See also Household employer on page 4 of the instructions. Note. State or local agencies may need an EIN for other reasons, for example, hired employees.
See Disregarded entities on page 4 of the instructions for details on completing Form SS-4 for an LLC.

An existing corporation that is electing or revoking S corporation status should use its previously-assigned EIN.




.Y | Application for Employer Identification Number OMB No. 1545-0003
(Rev. January 2009) (For use by employers, corporations, partnerships, trusts, estates, churches, EIN
government agencies, Indian tribal entities, certain individuals, and others.)
Department of the Treasury
Internal Revenue Service > See separate instructions for each line. » Keep a copy for your records.
1 Legal name of entity (or individual) for whom the EIN is being requested
CLUB/ GROUP NAME Yaur club name
> : P Eill i y e —  should be specific
= 2  Trade name of business (if differer. l;gi :1% g‘ljl eﬁgltcl'? 3 Exe_cutf)r, administrator, trus. i hoainh = it
o (Usually Blank) per the tips (Principle Contact) name or by identifying the
- - - ; ; =g county as well.
3 4a Mailing address (room, apt., suite nc provided J0X) | Ba  Streel address (if different) (Do EXAMPLES: Share-N-Win
£ 4-H Club (unique name),
= : 3 : : . 5 - Calvert County 4-H Horse Club
E_ 4b  City, state, and ZIP code (if foreign, see instructions) 5b City, state, and ZIP code (if fore (generic name with county)
o] A,
g_ 6  County and state where principal business is located
g
7a Name of principal officer, general partner, grantor, owner, or trustor 7b  SSN, ITIN, or EIN
LEAVE BLANK LEAVE BLANK
8a Is this application for a limited liability company (LLC) (or 8b |If 8ais “Yes,” enter the number of
aforeign equivalenty? . . . . . . . . . L[] Yes [X No LLC members . . . . P
8c  If Bais “Yes,” was the LLC organized in the United States? . . . . . e e e e e e [J]Yves [] No
9a Type of entity (check only one box). Caution. If 8a is "Yes,” see the instructions for the correct box to check,
[] sole proprietor (SSN) : ; [] Estate (SSN of decedent) : :
] Partnership [[] Plan administrator (TIN)
O Corporation (enter form number to be filed) » (] Trust (TIN of grantor)
[] Personal service carporation [] National Guard ] stateflocal government
[] church or church-controlled organization [] Farmers’ cooperative L] Federal government/military
C,] Other nonprofit organization (specify) » (] remic [ Indian tribal governments/enterprises
X Other (specify) » 4-H Clubs & Affiliated 4-H Organizations __ Group Exemption Number (GEN) if any » 2704
9b If a corporation, name the state or foreign country State Foreign country
(if applicable) where incorporated SKIP SKIP
10 Reason for applying (check only one box) OJ Banking purpose (specify purpose) b
(] started new business (specify type) » L] Changed type of organization (specify new type) »
] Purchased going business
[] Hired employees (Check the box and see line 13.) [] created a trust (specify type) »
[_] compliance with IRS withholding regulations [ ] created a pension plan (specify type) »
[l other (specify) » Thisis
11 Date business started or acquired {month, day, year). See instructions. 12 Closing month of accounting year ty.pYical_ly
oy e
14 Do you expect your employment tax liabw.. ,  .¢ $1,000
13 Highest number of employees expected in the next 12 months (enter -0- if none). or less in a full calendar year? [X]Yes [ ]No (if you
Agricultural Household Other expect to pay $4,000 or less in total wages in a full
o* o* 0* calendar year, you can mark “Yes.”)
15  First date wages or annuities were paid (1 en;;;?:re sar). Note. If applicant is a withholding agent, enter date income will first be paid to
nonresident alien (month, day, year) . . typically*e® - - - - - - - - . - » (Usually skipped)
16  Check one box that best describes the princiy,. of your business. ] Health care & social assistance [ Wholesale-agent/broker
[J construction [] Rental & leasing [] Transportation & warehousing ] Accommodation & food service [ | Wholesale-other (] Retail
[] Real estate [] Manufacturing [| Finance & insurance X other (specify) Education
17  Indicate principal line of merchandise sold, specific construction work done, products produced, or services provided.
YOUTH DEVELOPMENT AND EDUCATION
18  Has the applicant entity = et e ‘ el Bt s
It “Yes,” write previous § This is a SAMPLE SS-4 form for those
Complete this sectiof 4-H CLUBS & AFFILIATED ORGANIZATIONS H about. the completion of this 1.orm
Third Designee’s name . s ) Designee's telephone number (include area code)
Pty applying for an EIN and wishing to be included under ( )
Designee |Address and ZIP ¢ the National 4-H Group Exemption. Designee’s fax number (include area code)
QUESTIONS? ( )
Under penalties of perjury, | declare that | Contact your State 4-H Program Office, Applicant's telephone number (include area code)
e sad 1Hla diperor RO Clonry visit http://www.national4-hheadquarters.gov ( )
5 2 icant's f ber (i
or email 4-H_tax_info@csrees.usda.gov APl rbosE AR Coie)
Signature P ( )

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat. No. 16055N Form SS-4 (Rev. 1-2009)



o 98=4 Application for Employer Identification Number OMB No. 1545-0003
(Rev. January 2009) (For use by employers, corporations, partnerships, trusts, estates, churches, EIN
government agencies, Indian tribal entities, certain individuals, and others.)
Department of the Treasury
Internal Revenue Service P> See separate instructions for each line. » Keep a copy for your records.
1 Legal name of entity (or individual) for whom the EIN is being requested

—2’ 2 Trade name of business (if different from name on line 1) 3 Executor, administrator, trustee, “care of” name

®

2

O |4a Mailing address (room, apt., suite no. and street, or P.O. box) |5a Street address (if different) (Do not enter a P.O. box.)
£

S |ab City, state, and ZIP code (if foreign, see instructions) 5b City, state, and ZIP code (if foreign, see instructions)
]

8_ 6  County and state where principal business is located

>

-

7a Name of principal officer, general partner, grantor, owner, or trustor 7b  SSN, ITIN, or EIN

8a s this application for a limited liability company (LLC) (or 8b If 8ais “Yes,” enter the number of
a foreign equivalent)? . . . . . . . . . [ Yes ] No LLC members L. | 2
8¢ If 8ais “Yes,” was the LLC organized in the United States? . . . . . . . . . . . . . . . . [JYes []No
9a Type of entity (check only one box). Caution. If 8a is “Yes,” see the instructions for the correct box to check.
] sole proprietor (SSN) : : [] Estate (SSN of decedent) : :
O Partnership [ Plan administrator (TIN)
O Corporation (enter form number to be filed) » ] Trust (TIN of grantor)
[ Personal service corporation [] National Guard [] state/local government
[ church or church-controlled organization ] Farmers’ cooperative (] Federal government/military
[] other nonprofit organization (specify) » ] Remic (] indian tribal governments/enterprises
[ ] Other (specify) » Group Exemption Number (GEN) if any »
9b  If a corporation, name the state or foreign country State Foreign country
(if applicable) where incorporated
10 Reason for applying (check only one box) | Banking purpose (specify purpose) »
[] started new business (specify type) » UJ Changed type of organization (specify new type) »
] Purchased going business
(] Hired employees (Check the box and see line 13.) [] Created a trust (specify type) »
J Compliance with IRS withholding regulations [] Created a pension plan (specify type) »
[] Other (specify) »
11 Date business started or acquired (month, day, year). See instructions. 12 Closing month of accounting year
14 Do you expect your employment tax liability to be $1,000
13 Highest number of employees expected in the next 12 months (enter -0- if none). or less in a full calendar year? [ ]Yes []No (If you
Agricultural Household Other expect to pay $4,000 or less in total wages in a full
calendar year, you can mark “Yes.”)
15  First date wages or annuities were paid (month, day, year). Note. If applicant is a withholding agent, enter date income will first be paid to
nonresident alien (month, day,year) . . . . . . . . . . . . . . . . »
16  Check one box that best describes the principal activity of your business. [] Health care & social assistance [ Wholesale-agent/broker
[J Construction [] Rental & leasing [ Transportation & warehousing ] Accommodation & food service [ ] Wholesale-other [] Retail
[] Real estate [ Manufacturing [] Finance & insurance [ other (specify)
17  Indicate principal line of merchandise sold, specific construction work done, products produced, or services provided.
18  Has the applicant entity shown on line 1 ever applied for and received an EIN? [] Yes [ No
If “Yes,” write previous EIN here »
Complete this section only if you want to authorize the named individual to receive the entity’s EIN and answer questions about the completion of this form.
Third Designee’s name Designee’s telephone number (include area code)
Party ( )
Designee Address and ZIP code Designee’s fax number (include area code)
( )

Under penalties of perjury, | declare that | have examined this application, and to the best of my knowledge and belief, it is true, correct, and complete. | Applicant’s telephone number (include area code)

Name and title (type or print clearly) » ( )

Applicant’s fax number (include area code)

Signature P Date P> ( )

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat. No. 16055N Form SS-4 (Rev. 1-2009)
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SS-4: Where to File or Fax:

If your principal business, office or agency, or File or fax with the

legal residence in the case of an individual, is “Internal Revenue Service Center” at:
located in:

Connecticut, Delaware, District of Columbia, Attn: EIN Operation

Florida, Georgia, Maine, Maryland, Holtsville, NY 11742

Massachusetts, New Hampshire, New Jersey,

New York, North Carolina, Ohio, Pennsylvania, Fax-TIN: 631-447-8960

Rhode Island, South Carolina, Vermont, Virginia,

West Virginia

lllinois, Indiana, Kentucky, Michigan Attn: EIN Operation Cincinnati, OH 45999

Fax-TIN: 859-669-5760

Alabama, Alaska, Arizona, Arkansas, California, Attn: EIN Operation
Colorado, Hawaii, Idaho, lowa, Kansas, Louisiana, Philadelphia, PA 19255
Minnesota, Mississippi, Missouri, Montana,

Nebraska, Nevada, New Mexico, North Dakota, Fax-TIN: 859-669-5760

Oklahoma, Oregon, South Dakota, Tennessee,
Texas, Utah, Washington, Wisconsin, Wyoming

If you have no legal residence, principal place Attn: EIN Operation
of business, or principal office or agency in any state: | Philadelphia, PA 19255

Fax-TIN: 215-516-1040

UtahStateUniversity 88 42

COOPERATIVE EXTENSION



4-H Handbook and Policy Guidelines

Passenger Manifest Form

Trip Dates: Destination:
Vehicle Description: Plate No:
Occupant Name Emergency Contact Phone No.

Passenger Manifest Form

Trip Dates: Destination:
Vehicle Description: Plate No:
Occupant Name Emergency Contact Phone No.
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Notes:
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