


	PROJECT LEADER AGREEMENT

	CLUB:
	     
	
	DATE:
	     

	NAME(S):
	     
	
	PROJECT:
	     


	(All Project Leaders/Assistant Project Leaders)

	I plan to hold
	   
	project meetings beginning on
	     
	and completing the 


(number)	(date)
	project by
	     
	.


	(date)
DATES, TIMES & LOCATION OF MEETINGS (TBD IS NOT ACCEPTABLE)
	September
	     
	
	January
	     
	
	May
	     

	October
	     
	
	February
	     
	
	June
	     

	November
	     
	
	March
	     
	
	July
	     

	December
	     
	
	April
	     
	
	August
	     



	TOPICS TO BE COVERED: 
     









	SKILLS TO BE TAUGHT: 
     









	SUPPORTING ACTIVITIES (i.e., field trips, field days, events, speakers, etc.) 
     







SIGNATURES:                                                         			            	       	
 Project Leader	Community Leader

	   	                                                  			            	       	
Project Leader/Assistant Project Leader	Community Leader
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[image: MCj04260940000[1]]RESPONSIBILITIES OF SOLANO COUNTY 4-H PROJECT LEADERS

1. [bookmark: _GoBack]Leaders must write a plan for their project meetings, including a brief description of the topics to be covered, the skills to be taught, and activities that are planned.  Project Leaders and Assistant Project Leaders all sign the same form.  This written plan, form attached, is due to your community club leader before holding project meetings, but no later than September 6th. The community club leader will submit the original to the 4-H YDP staff.  Please retain a copy for your records. 
2. A volunteer leader must be 18 years or older.  A 4-H adult volunteer cannot simultaneously be a 4-H member.  All NEW 4-H adult volunteers, and those returning adult volunteers who have had a break in service of one year or more (If you are not sure, please send an email to vawilliams@ucanr.edu, must complete items a-f below. Returning volunteers must complete items a-d below.  An adult interested in serving as an adult volunteer is eligible for “appointment” by the Director after completing the required steps below.

The following mandatory items must be completed within 30 days of initiating ANY step of the enrollment process.   a-d – Returning adults   /   a-f – New & returning adults with a break in service.
a) Complete 4-H Online enrollment.
b) Complete and submit a 4-H Adult Treatment Authorization form.
c) Complete and submit a Project Leader Agreement.
d) Submit Program Fees - $20 for the 2016-2017 Program Year.  Checks to be made payable to:  Your 4-H Club.
e) Secure background investigation clearance.  (New or break in service Volunteer)
f) Complete online orientation and pass the quiz with a score of at least 18 of 20 correct.  (New or break in service Volunteer)

Before service as a volunteer begins the Capitol Corridor Director must confirm your appointment, prior to any involvement with youth.
Your status in 4HOnline must be ACTIVE.

3. Project leaders must insure that the ratio of members to leaders does not exceed 10 members per 1 leader.  Two appointed volunteers, or one appointed volunteer plus another adult or staff, (at least one of the two must be a minimum of 21 years of age) are required for all programs, events, meetings, & activities. No one-on-one interactions should occur in private.  This includes between members and adults or among youth.  If personal discussions are necessary, they should be conducted in an area that is in view of other volunteers and members. 
4. Leaders are responsible for the safety of members during meetings and activities. Leaders must incorporate safety awareness in project meetings and demonstrate safe practices when showing members how to carry out their project work. The 4-H Safety Manual and 4-H Clover Safe Notes have been developed to adult volunteers in ensuring that safety information is included in project meetings and planning for events and activities. 
5. The 4-H junior and teen leadership experience is designed to provide members with the opportunity to learn about the qualities and competencies needed to be a leader.  Junior leaders provide assistance, while teen leaders assume more challenging leadership roles.  At the beginning of the year, the 4-H member and the adult leaders must meet to plan the project and define each of their roles. The 4-H member must complete pre and post project record book forms and include the entire form in his/her Record Book to receive credit. See 4-H Record Books for more details. 

6. [image: MCj04260940000[1]]Leaders should have at least one project meeting with their project members and their parent/guardian by October 31st (unless your leader status is incomplete or pending in 4HOnline-see above).  Inform the group of what is expected and the specific date that the project will start.  All project requirements must be in writing and reviewed at the first project meeting with project members and their parent/guardian.  Project leaders can set the number of hours of project instruction necessary to meet the project goals.  Project leaders MAY NOT set other requirements, such as giving a presentation, participation at a county event, etc. See Steps to Success in 4-H and Steps to Success in 4-H FAQ. 
7. The requirement for project completion is a minimum of six (6) hours of project instruction. If you require more than 6 hours of instruction, you must inform the project members in writing.  Per the State 4-H Steps to Success in 4-H and Steps to Success in 4-H FAQ. 
a. Member in Good Standing
i. Complete enrollment
ii. Be enrolled in at least one project
iii. Comply with the 4-H Member Code of Conduct.
b. Project Completion
i. Be a Member in Good Standing
ii. Complete a minimum of 6 hours of project instruction (or more if required by the project leader).
iii. Complete an Annual Project Report form
iv. Annually receive a year stripe & pin.
c. Requirements to Exhibit at Fair
i. Complete Project Completion requirements
ii. Meet requirements as set by the county or fair.
8. Project leaders should hold their meetings on a regular and consistent basis that best fits their individual schedule and allows enough time to complete all the areas of your project plan.
9. Leaders are not to plan project meetings/activities that conflict with scheduled club and county events.
10. Keep 4-H club community leaders and parents aware of meeting dates and events relating to your project.
11. Only enrolled 4-H members may attend 4-H project meetings and activities.
12. Project leaders should encourage members to participate in related 4-H project events such as field days, Presentation Day, Project Skills Day, Fashion Revue, judging contests, local, county and state fairs, etc.  Keep members & parents aware of entry due dates for all events.
13. Keep accurate, written attendance records.
14. Attend 4-H club community meetings when possible.
15. Encourage parents to be involved not only in helping members with projects but also supporting club functions including fundraisers.
16. Encourage members to set attainable, measurable objectives and assist them in developing their own goals for project work, according to their abilities.  Help members plan and organize their project work.  Encourage members who are older and have been in the project for a few years to help younger members.
17. Give recognition for progress to encourage continued improvement.
18. Talk with parents of members who need extra help or who have problems working with other members.  Keep the 4-H club community leaders informed of any problems.
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