Maine 4-H Youth Development Low Risk Management Policies, Procedures and Guidelines
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Introduction
4-H volunteers and staff are a vital part of the whole 4-H Youth Development Program within the State of Maine.  It is the goal of the University of Maine Cooperative Extension to help protect volunteer leaders, staff, and members in every way possible.  This includes guiding 4-H leaders and staff on ways to reduce risks involved in youth work, and the risk of harm to 4-H members.  Maine 4-H Youth Development volunteers and staff are expected to be proactive in taking measures to minimize or reduce potential risks for programs, events, and activities sponsored by the University of Maine Cooperative Extension.  Often good risk management is no more than using common sense in regards to each activity.
This document is designed to help Maine 4-H volunteers and staff fulfill their responsibility related to preventing and minimizing risk for both youth and volunteers.  To ensure this happens, programs, events and activities need to be systematically reviewed to be sure that provisions are provided for dealing with health, safety, legal, and liability issues.  4-H Youth are not covered by University liability when participating in Maine 4-H sponsored events, activities and programs.
Policies, Procedures and Guidelines
This document makes a distinction between "policies", "procedures" and "guidelines" by putting them in separate sections.  For the purposes of this manual:
· Policies are firm practices that must be followed by Maine 4-H members, volunteers and staff.  Policies tell people what to do. 

· Procedures are descriptions of how policies and guidelines are implemented.  Procedures tell people how to do what they must do. 

· Guidelines are helpful suggestions of behavior.  Discretion is left to the 4-H Staff and volunteer on how they follow the appropriate guidelines given individual circumstances. 

Benefits of written policies and procedures:
· Provide a structure for a safe, healthy and productive program. 

· Establish and communicate a standard of behavior, boundaries, and a common body of knowledge. 

· Communicate values, beliefs, and direction. 

· Serve as a valuable orientation and training tool. 

· Help ensure consistency and uniformity. 

· Support important and necessary requirements. 

· Provide a structure for sound management.
4-H VOLUNTEERS
Who is a Volunteer?
Policy
The University of Maine defines a volunteer as any person who provides services to the University of Maine, and its programs, without financial gain.
 

Volunteer Selection
Procedures
To be accepted and serve as a certified volunteer with the Maine 4-H Youth Development program volunteers must:
· Complete a volunteer application. Applications are available by contacting a local county extension office. 

· Successfully complete a State Bureau of Investigation (SBI) background check conducted by University of Maine Human Resources.  This form is available by contacting a local county extension office. See Section B.1.4, Volunteer Background Checks. 

· Interview and be approved by county 4-H staff and/or a county volunteer screening committee. 

· Submit the names of at least two references. 

· Sign the "Maine 4-H Youth Development Program Adult Standards of Behavior" form. 

· Complete the required 4-H volunteer training for their specific volunteer responsibilities. 

· Enroll each year as a 4-H volunteer. 

The Maine 4-H Youth Development Volunteer Application, in addition to completion of the form, consists of the following:
a. reference checks that may extend beyond the persons listed on the application.  On the application, the applicant's permission is requested to extend the reference check to other persons suggested to us in the course of contacting the given references.  Occasionally, the office also may receive unsolicited information about an applicant.  All information received is evaluated in the selection process on the basis of the 4-H Standards of Behavior;
b. an interview with 4-H staff.
Other adults who support the 4-H program do not complete an application form.  The interaction of these individuals should be under the direction of enrolled, certified volunteers.  The enrolled 4-H volunteer is offered protection by the University of Maine’s liability insurance policy (see Section A.1.5).  The Good Samaritan Law and the Volunteer Protection Act may provide protection for other volunteers.
Volunteer applications may be declined based on information received in the application process.  Prior to making the decision to decline an application, the 4-H staff member should consult with the 4-H Program Administrator.
 
Volunteer Training
Policies
Extension staff will provide certified volunteers with supervision and training that any reasonable person would expect them to provide.  Staff will make volunteers aware of any potential unnecessary risks or safety hazards to themselves or others as part of their training or orientation.  Volunteers need to contact their county 4-H staff with any questions or concerns.
· Maine 4-H Volunteer Training is mandatory for all certified 4-H volunteers.  4-H volunteers will complete training, based on their specific role(s). 

In addition to volunteer training, certified volunteers will be given the following information:
· Maine 4-H Youth Development Policies, Procedures and Guidelines Manual found at http://www.maine4h.umaine.edu/manual/default.htm 

· Information through newsletters, fliers and other resources. 

· Individual county program information. 

· A copy of Maine 4-H Youth Development Program Adult Standards of Behavior. 

· Risk management (liability) information. 

 

Volunteers & Liability
In this day and age, we are all concerned about our potential liability exposure. What will happen if during a 4-H activity there is an accident and someone is injured–someone’s property is damaged?  What happens if I am sued because of an accident while I am a 4-H volunteer?  What if I caused the accident?
Generally, the University will provide liability protection and pay the legal expenses of a person who is sued for alleged negligence while acting as an approved agent or volunteer of the University. However, the University will not pay such expenses if the person did not act in good faith and with the reasonable belief that his or her action was in the best interest of the University, or if the person had reasonable cause to believe that his or her action was illegal.
The University will ask:
· Was the person an agent of the University at the time of the incident? Only someone who has completed the entire 4-H volunteer selection process necessary to be considered a 4-H volunteer in good standing can be considered an agent of the University. If a person does not re-enroll as a 4-H volunteer every year, the person would not be considered a volunteer in good standing.
  

· Was the person acting in the course and scope of his or her duties to the University at a 4-H activity or event? If the person was acting on behalf of another entity or organization or was on the person’s own time, then the person was not acting for the University. A 4-H volunteer should be careful about identifying himself or herself as a 4-H volunteer unless working as a volunteer in actual 4-H sponsored activities. Consult your county 4-H staff if you have any questions.
  

· Was the person acting in good faith and in the best interests of the University or did s/he know that s/he should not be engaging in a certain activity? If a person engages in conduct that the person knows or should know to be wrong or illegal, it is unlikely that the University would pay to defend that person. 

Reduce your Liability and Risk of Accident!
4-H volunteers should, at a minimum, do the following to help ensure that University liability protection applies to them:
· Be VOLT certified and enrolled with their Extension office. 

· Teach, model, and emphasize safety in all 4-H activities. 

· Make sure that activities are approved by appropriate Extension staff. 

· Make sure their Extension staff knows when and where the approved activities take place. 

· If driving on official business, file proof of auto insurance and provide information from their drivers’ license (license number and expiration date) for verification to the county Extension office. 

· Make sure everyone in any vehicle wears a seatbelt.
  

Responding to an Accident

Procedures to reduce liability if an accident occurs:
· Remain calm and use common sense. 

· Take immediate action to prevent further damage or injury. If someone is seriously injured, call 911 or signal for emergency assistance. Do not move seriously injured persons unless they are in immediate danger. If someone is injured, but not seriously, seek assistance as needed. 

· If it is a vehicle accident, report the accident immediately to police so they can investigate. 

· Record all important information immediately, such as names, addresses, and phone numbers of those involved in the accident and any witnesses; date and time of the accident; place and weather conditions; license plate and driver license information. Take pictures if a camera is available. Do not leave the scene of the accident until you have all the information needed. 

· Contact your county 4-H staff or county office to fill out an accident report. 

· Be courteous and factual. Do not argue, accept or assign blame. Share with the other party only necessary facts. Do not sign anything or discuss details of the accident with anyone other than 4-H staff, police, or University investigators. 

Health, Accident, and Life Insurance
Health, accident, and life insurance are not the same as liability insurance or protections. The University does not provide any of these forms of insurance for someone hurt or injured in connection with its activities, unless caused by the University’s negligence. The Pine Tree State 4-H Foundation, beginning in 2007, will purchase accident insurance from American Income Life for all enrolled Maine 4-H members and 4-H adult volunteers. This insurance has a $2,500 limit, no deductible, and applies to all 4-H members and leaders participating in a University-approved 4-H activity.
See your county 4-H staff for more details if you are planning an event.
Animals 

Animals & Liability
What about when 4-H’ers bring their animals to a 4-H event or fair and the animal causes injury to someone or damages someone’s property?
In most instances under Maine state law, an animal owner is not responsible for injuries or damages caused by horses or livestock. They may be held responsible, however, if the owner of the animal is knowingly negligent, such as if they bring to a 4-H event a horse that is known to bite or kick.
However, in the event that someone initiates a claim or lawsuit because of the actions of an animal, the University liability protection described previously could apply. Protection would extend to enrolled 4-H members and University-approved volunteers while the 4-H sponsored event is in progress and the person is directly participating in a University-approved 4-H activity.
Animal owners should seriously consider purchasing liability insurance to protect themselves against claims alleging negligence related to their animals’ actions in instances where the University’s protections would not apply. This coverage can usually be purchased as part of one’s homeowner’s or farm insurance policy. Additionally, the Maine Association of Livestock Exhibitors offers a policy for a small membership fee that extends to activities and events at most Maine fairs. This coverage can be purchased by filling out the application form on the 4-H Web site or by contacting your county 4-H staff.
Posting a sign that says something like "Pass at your own risk animals can cause injury" can be very helpful. Display this near animals at public events such as fairs.
Bodily injury or property damage caused by livestock trailers or other trailers or campers pulled by a vehicle is the responsibility of the owner of the vehicle to which the trailer or camper is attached. Damage to a livestock trailer or camper is the responsibility of the party causing the damage, whether this is an individual, the fairground owner, or the University.
Animal Projects at Home
Volunteers working with large animal 4-H projects at their homes should carry farm liability insurance or talk with their insurance agent about getting a "rider" to their homeowner's policy.
Meetings in Homes
Conducting Meetings, Programs or Events at Home
Policy
Volunteers need to carry homeowner's insurance if 4-H activities are conducted in the home.
Guidelines
· Recommended minimum liability coverage is $300,000.
  

· Volunteers should be aware that there is more risk for volunteers if they are meeting in their own home versus meeting in a public building.
Use of Vehicles/Transportation
4-H volunteers in good standing are also given liability protection when driving University vehicles for official travel. However, volunteers using their own vehicles for 4-H activities should have adequate liability insurance since their insurance is primary. The University would provide secondary liability protection, in excess of a volunteer’s insurance (based on the previously outlined criteria for University protections to apply). The University will not reimburse someone for any deductible or liability claim paid by insurance or for damage to a personally-owned vehicle, unless caused by the University’s negligence.
Policies
· Volunteers transporting others in their vehicles must carry automobile insurance.  Note: Recommended minimum liability coverage is $300,000.  The person causing an accident is primarily responsible, and the driver's/vehicle owner's liability is considered primary. 

· A licensed driver of any age may drive himself or herself to a 4-H event/activity with parental/guardian consent. 

· Volunteers transporting youth in University vehicles must be 21 years of age and approved through the University Motor Pool. 

· Volunteers transporting youth in private vehicles must be 21 years of age. 

Guidelines
The following questions are ones that would be part of the determination of liability in the event of an accident involving one or more vehicles.
· Was the activity consistent with the organization's mission? 

· Was the activity a regular part of the organization's program? 

· Did the organization permit such trips under its policies? 

· Did anyone within the organization authorize the trip? 

· Was driving, related, or incidental, to the individual's normal duties? 

· Were the drivers properly licensed, following safety precautions, and adequately trained? 

· Was the age of the licensed driver transporting youth at least 21 years and a certified volunteer with the Maine 4-H Youth Development program? 

· What was the condition of the vehicle? 

· Did the vehicle have adequate safety equipment and had it passed inspection? 

· How was the behavior of the passengers? 

· Did everyone use seatbelts and was there an older adult to monitor behavior?
Chaperones
Chaperones in the 4-H Program
Policies
A chaperone is defined as someone who will have independent supervision of a 4-H youth/ member overnight.
· All chaperones at club, local, county, state, regional and national events must be enrolled 4-H volunteers and must have successfully completed the volunteer selection process. 

· For State events chaperones must be 21 years of age. 

· For Regional and National events chaperones must be at least 25 years of age. 

Adult and Youth Interaction 

· Follow the "two deep" policy (one adult should never be alone with one member - always have another person present, preferably another adult or older teen.) 

· The "two deep" policy should be discussed with youth in an age-appropriate manner. Older youth especially should be aware that adults need to follow this policy. 

· In situations where one-on-one interaction is unavoidable, written permission from the parent or guardian should be obtained when possible. 

· Eighteen- and nineteen-year –olds are legally considered adults.  In situations where it may be necessary for 4-H members younger than eighteen to room with eighteen- and nineteen-year-olds, written permission should be obtained from the parents or guardians of the younger members. While 4-H members ages 18 and 19, legally are considered adults, the 4-H program requires they abide by all 4-H rules and regulations in all respects. 
· Appropriate signs of affection, congratulations, etc. should be discussed among leaders and if appropriate, within the club.  Allow youth to initiate  hugs or other forms of affection or support. 

· Always consider, "How does this look?", "Could this be misinterpreted?" 

Guidelines 

Guidelines for Volunteers and Staff Chaperones for Overnight 4-H Trips 

The University of Maine Cooperative Extension (UMCE) recognizes the value of overnight experiences for members, leaders and staff. UMCE also understands that those adults acting as chaperones carry a great deal of responsibility. The following guidelines have been created to assist 4-H volunteers and UMCE staff in the role of program chaperone. Chaperoning 4-H events is a wonderful experience for everyone involved and these guidelines are to help each volunteer and staff member understand the details involved when you have an opportunity to travel with young people.
Basic Information
· 4-H Volunteer Orientation & Leadership Training (VOLT) Certified volunteers and UMCE staff may act as chaperones on overnight 4-H trips/events. 

· 4-H volunteers and UMCE staff are covered by University liability insurance while on 4-H trips. 

· If at all possible, 4-H volunteers and UMCE staff taking on the leadership role on a specific 4-H trip should have been on the trip before as an assistant. 

· 4-H volunteers and UMCE staff chaperoning 4-H trips are expected to be role models for all youth and abide by all 4-H policies. (These can be found on the UMCE Web Site or a copy may be requested at your county Extension Office.) 

· A chaperone is defined as someone who will have independent supervision of 4-H youth/member(s) overnight. 

· 4-H volunteers who would like to be considered for chaperoning a 4-H trip may need to submit an application form to the committee overseeing each specific program. This requirement will depend on each planning committee. The minimum age for an assistant state event chaperone will be 21 and the minimum age for the chaperone acting in the role of group leader will be 25 (25 is also the minimum age for rental from an auto rental agency). 

Emergencies
· 4-H volunteers and staff should have all of the necessary emergency contact information and be prepared for emergencies prior to the trip. 

· 4-H volunteers and staff need to abide by the following steps in the event of an accident: 

1. Seek immediate medical help. 

2. Notify the appropriate Extension staff liaison to the trip. 

3. Notify the parents, and discuss any further information and action needed. 

4. Fill out the University Accident form. This form is on the UMCE web site. 

5. Follow-up with staff and parents. 

·  The 4-H program may want to purchase the minor health and accident insurance for participants and chaperones for the duration of the trip. (See your county staff for information.) 

Accommodations
4-H volunteers should follow these guidelines when chaperoning overnight:
1. 4-H volunteers may not stay in the same rooms as 4-H members (the program will look into available condo/suite housing). 

2. Teens may stay in rooms in pairs, with no more than 4 in a room, same sex only. 

3. Chaperones should conduct room checks at times during the evening until late at night (this will take some individual judgment as to how often and when the room checks need to take place). 

4. Teen leaders and delegate advisors should be given leadership responsibilities during the event and can be a designated direct contact for a small group of teens housed with the delegate advisor attending the event. 

5. Chaperones should never be alone (i.e., one-on-one) with youth participants.
Please read Policy Manual at http://www.maine4h.edu/risk/chaperone.htm#policies 
Supervision
· Chaperones must make sure all permission slips, emergency information, photo consent and health forms are filled out prior to the trip and the chaperone should carry a copy of each with them at all times. 

· Chaperones must adequately supervise all activities, meals, recreation and free time during a trip. 

· Chaperones must realize that while these trips are very rewarding they can be physically and mentally exhausting (chaperones should expect to get very little sleep). 

· Chaperones should review all program schedules and events with staff prior to attending the trip. A parent meeting and a review of the schedule should also be held prior to the trip. 

· Chaperones and staff should try to identify all possible risks prior to attending the event. 

· All 4-H volunteers and staff in leadership roles should be aware that they will need to assist with program evaluations from all participants. 

· All 4-H volunteers and staff attending the trip will need to take part in a follow-up report about the experience. 

Hotel/Facility Considerations
· Make sure the facility is clean, safe, healthy and handicapped-accessible if needed. 

· Make sure all participants are aware of emergency numbers and how to reach you in the event of need. 

· Make sure all participants know where to meet you in the event of a building evacuation. 

· Make sure all participants know that they will be charged for phone use, pay-for-view TV, refrigerator snacks, etc. and how to avoid the charges. 

· Check in with the hotel and have any inappropriate TV channels blocked from view (this should include late night movie channels with inappropriate selections). 

· Set up a system of communication room to room with your teen leaders if appropriate given the size of the group. 

· Make sure the entire group knows your room number, cell phone number and schedule. 

· Have a sign-in and-out system if members are leaving their rooms to attend conference presentations, programs, etc. 

· Call the hotel prior to the trip and arrange for the rooms to be located together in the hotel. 

· Work to provide accessibility for all. 

· Review environmental surroundings and safety concerns. 

· Review all program expectations and rules with all members and parents of members attending the overnight program. 

Funds
· 4-H volunteers will be instructed on all expenses that are required to be filed with the IRS as potential income. 

· 4-H volunteers and staff who are responsible for program funds, checks and receipts will be asked to maintain a log of funds, keep all receipts and account for all program funds upon the return of the group. 

When Traveling by Plane
· Verify flight arrangements at least a week in advance and then the day before.  Remind youth who are traveling with you to verify arrangements as well. 

· Make sure youth have 2 forms of Photo ID with them.  Acceptable forms of Photo ID are:  School Photo ID (only if under the age of 18), Driver's License, Passport, and State of Maine ID.  We realize that airlines only require one form of ID but the second form serves as a backup in case the first form of ID is lost or stolen on the trip. 

· Remind youth about safety issues and what they can and cannot pack.  When in doubt refer them to the information about airport security and/or the airlines.   It is better to check things ahead of time instead of on the day of travel at the airport. 

· Advise youth to be at the airport 2 hours before departure. 

· Send out flight departure and arrival information (include airline, times, airports and flight numbers) to youth and parents/guardians well before the trip. 

· Have a communication system in place so that people can reach you both to and from the airport in case of travel delays - usually providing a cell phone number works well. 

· When passing through airport security if there are 2 chaperones have one go first and the other go last to make sure all of the youth make it through the screening. If you are the only chaperone then go through security last. 

· Plan ahead of time how you will get from the airport to where you are staying and also confirm how you get back to the airport once you are there.  Work with your staff liaison about these arrangements. 

· On the return trip verify flight information and remind youth to contact their parents/guardians about flight arrival information. 

· Once the plane has arrived back in Maine please ask the youth to check in with you so that you know for sure they have been picked up at the airport by the appropriate person. 

Child Abuse & Neglect
Child Abuse & Neglect
 

Reporting child Abuse and Neglect
Policies 

Child abuse or neglect is defined as a threat to a child’s health or welfare by physical, mental or emotional injury or impairment, sexual abuse or exploitation, deprivation of essential needs, or lack of protection from these.  As part of the Maine 4-H Youth Development program, all staff and enrolled volunteers should act when you know or have reason to suspect that a child has been or is likely to be abused or neglected.
 

Types of Abuse and Neglect
· Emotional abuse – pattern of behavior attacking a child’s self-worth 

· Physical abuse – non-accidental injury of a child caused by the acts of a parent or other caregiver 

· Sexual abuse - contact or interaction for gratification of the adult or older child who is a parent or caregiver and responsible for the child’s care 

· Neglect – child is not adequately cared for or protected. 

Procedures
Process for handling allegations of child abuse or neglect; if the complaint is against a parent or guardian:
1. A Maine 4-H staff member or volunteer who knows or has reasonable cause to suspect that a child has been or is likely to be abused or neglected should contact the Program Administrator or Operations Administrator, local authorities (if appropriate), and the Maine Department of Human Services (DHS), Bureau of Child and Family Services (BCFS) at 1‑800‑452‑1999 to make a report.  The BCFS number is staffed 24 hours per day, seven days per week. 

2. A Maine 4-H volunteer who needs to report child abuse or neglect should also inform their county educator or professional immediately. 

Process for handling allegations of child abuse or neglect; if the complaint is against a 4-H volunteer:
1. Upon receiving a formal complaint the Program Administrator and Operations Administrator, in consultation with the Dean and other UM resources, will conduct an investigation of the report.  While the investigation is being conducted it is likely that the volunteer will be asked to step down from their role until the conclusion of the investigation. 

2. If at the conclusion of the investigation, the volunteer is found to be suitable to provide services, the volunteer will be told of their ability to continue in their role as a Maine 4-H volunteer, and club members and their parents or guardians will be informed of their continuance as well. 

3. If at the conclusion of the investigation, the volunteer is found not to be suitable to continue in their role, the volunteer will be dismissed, and club members and their parents or guardians will be informed that the volunteer is no longer serving in the role of volunteer. 

For more information please refer to Section A.1.8.b of the policies, procedures and guidelines manual at: http://www.maine4h.umaine.edu/manual/parta/a18b.htm. 

Procedure for handling incidents of youth-on-youth abuse 
1. In situations where a 4-H youth is suspected of abusing (i.e., sexual abuse, physical violence) another 4-H youth member, the following steps should be followed:  

2. if the scenario includes serious physical assault, involves a weapon or there is any immediate concern for the safety of individuals or sexual abuse (that just occurred and the parties are still present), then call local law enforcement. 

3. contact your 4-H staff person if possible. 

4. 4-H staff should contact the 4-H Program Administrator or Operations Administrator to determine next steps. 

5. If possible, work with 4H staff and the Program Administrator to notify the parent(s) or guardian(s) of all youth directly involved with the incident.
Contracts and Agreements
Policy
Maine 4-H volunteers or staff are not authorized to sign any contracts or agreements on behalf of the University.  Any contracts or agreements that a club and 4-H leader may enter into need to be discussed with the County Educator.
Youth and Volunteers with Disabilities
Definition of a Disability
Any person who has a physical or mental impairment, has a record of such impairment, or is regarded as having an impairment, which substantially limits one or more major life activities, such as self-care, performing manual tasks, seeing, hearing, speaking, breathing, and working.  See http://www.umaine.edu/eo/policy/aaplan.htm
 

Including Youth with Disabilities 
Policy
It is the policy of the University of Maine to provide reasonable accommodations for qualified individuals with disabilities so that they can participate in University programs and activities.  Federal law (the Rehabilitation Act of 1973 and the American with Disabilities Act of 1990) and the state law (the Maine Human Rights Act) establish the rights of individuals with disabilities.  Refusal to provide reasonable accommodations may constitute illegal disability discrimination and creates legal liability for the University.  Locations of meetings need to be accessible to all individuals.
Request for accommodations need to be directed to the county Extension office.  That request will be forwarded to:
Human Resource & Staff Development Manager
University of Maine Cooperative Extension
5741 Libby Hall - Room 102B
Orono, Maine 04469-5741

(207) 581-3186
Camp/Residential Programs
 Camp/Residential Programs
 

Guidelines
The following lists possible risk factors that need to be addressed by the planning committee:
· Property of others - Set expectations for everyone involved in the program with regards to: 

· Facility 

· Property (personal) 

· Expectations on behavior 

· Treatment of others 

· State all expectations on permission/release of liability form. 

· Food service: Require food service training and adopt Extension food safety guidelines. 

· Environmental pollution 

· Maintenance of facilities: Visit camp or facility prior to first day and do your best to make high-risk environment disappear/minimize. 

· Supervision: Set volunteer-to-member ratio adequate to supervise.  (6 to 1 with 5-8 years old and 10 to 1 for 9-18 years old.) 

· Health services 

· Provide easy access to health care. 

· Bring EMT or paramedic. 

· False advertising (liability in this can be programmatic or organizational) 

· Vehicle operation ( see transportation policy in this manual) 

· Emergency plans (weather, crisis) (Have emergency and safety plans in place.) 

· Communication (set up system of communication for emergency and safety issues)
Crisis Communication
 Public Communication
Policy
The University of Maine crisis contact is the Operations Administrator and the Program Administrator for the 4-H Youth Development Program.  He or she will work directly with the University spokesperson from Public Affairs.  The key contact from Administrative Council (AC) will be the Program Administrator for the 4-H Youth Development Program or the appropriate County Program Administrator.
In a crisis communication situation, staff and volunteers should respond with “We are looking into the situation and the University of Maine Cooperative Extension Administrative Council will make a statement as soon as all of the information has been gathered.”  The contact is (appropriate Program Administrator).
Events and Programs
Meeting Places/Club Program Organization
Policies
· Clubs can meet in both public and residential buildings.  Volunteers need to check the space ahead of time to ensure that it is a safe and healthy location. 

· If private homes are utilized as meeting locations, then the  homeowners need to realize that their homeowner's insurance is the first course of any liability/medical liability claim. 

· Volunteers need to carry homeowners insurance if 4-H activities are conducted in the home.  Recommended minimum liability coverage is $300,000. 

Procedures
Select a location that is accessible to all individuals.
 

Selecting Facilities
Guidelines
· Select safe and clean facility. 

· Select appropriate facility for activity/program. 

· Select facility location that is safe and has easy access for emergency purposes. 

· When volunteers are conducting a 4-H activity in a public or private building, the building owner is responsible for any liability related to the building.  The University may become involved if an injury is not building-related. 

Questions to Consider when selecting facilities:
· Do you own, rent, or use facilities? 

· Are there facility use policies? 

· Who is responsible for damages? 

· Do you need a certificate of liability insurance? 

· Is special event insurance necessary? 

· Has special event insurance been purchased? 

· Are emergency procedures in place? (Inform all adults of emergency procedures) 

· Is the facility safe, clean, and healthy and handicap accessible if needed? 

 

Planning by Committee
Guidelines
· Involve a core group. 

· The more people involved in planning, the more details will be covered. 

· Train all program staff and volunteers and provide all adequate information. 

· Provide all safety and liability information. 

 

Day and Overnight Educational Events
Policies
· Secure adequate lodging arrangements. 

· Mandate clean and safe facilities with the appropriate volunteer/adult policy ratio and requirements in mind. 

· Inform parents/guardians in writing with important information regarding the event. 

· Mandate permission and liability acknowledgement release forms for all events. 

· Distribute Emergency contact & health forms. 

· Maintain appropriate youth/adult ratio (6 to 1 with 5-8 years old and 10 to 1 with 9-18 years old.), always with a two-deep policy in place.  A two deep policy means that an adult volunteer is never alone with a child who is not related to them. 

Guidelines
· Develop a pre-planned schedule. 

· Inform all parties and parents of the schedule for the entire event. 

· Promote and plan structured education programs and structured recreation programs over free time.  Unstructured free time can create a situation of far higher risk.
  

Waivers of Liability 

Guidelines
When a club or other 4-H group is carrying out an activity or event that might be expected to have some associated risk of injury, it is suggested that participants and their parents or guardians sign a waiver of liability form.  This form is called a “Release and Assumption of Risk”.
The University has provided us with two versions of this form. One includes our non-discrimination and accommodations language and may be used when the University commitment to these principles might be new or unfamiliar to the audience or where the language may not be presented anywhere else in event literature. Release and Assumption of Risk Form (with non-discrimination language) Word PDF
In cases where the waiver form would accompany a registration or other form which already includes the non-discrimination and accommodation language, the waiver form without this information may be used. Release and Assumption of Risk Form (without non-discrimination language) Word PDF
At the end of each form, there is a section where potential hazards of the activity or event must be listed.  Remember to add your specific information before the form is copied and sent out.  For help in filling out this section, contact your county educator or professional.
Financial Management
 4-H Financial Management for Clubs
Guidelines
The following guidelines are for all 4-H Clubs in Maine.  These guidelines were created to ensure responsible use of 4-H funds and the 4-H name and emblem.
· The 4-H club treasury belongs to the 4-H club and should be used as a vehicle for members to learn responsible money management.  Members make decisions about dues and how the funds are spent. 

· All 4-H clubs should have a 4-H member as treasurer and an adult volunteer as advisor to the treasurer.  The adult advisor should be someone not in the treasurer's immediate family. 

· All 4-H clubs should keep accurate and detailed accounting of all club dues, income raised or donated, and all expenses.  You can get a "4-H Treasurers Report" booklet from the Extension office for this purpose. 

· The 4-H club should vote on all expenses that are over $25.00.  The club secretary should record all votes. 

· All funds raised in the name of 4-H through fundraising or dues must be spent on 4-H educational activities and events, or in the direct support of club educational activities.  See 4-H Fund Raising in section B.1.12 of this manual for more details. 

· All clubs should keep the treasury in a bank account.  See the section on Tax Exempt Status of 4-H Organizations for information on setting up a bank account and applying for an EIN (Employer Identification Number) for federal accounting. 

· Books should begin on October 1 of each year. 

· Any club that disbands must account to the Extension office for all funds raised and spent.  This must be done within 60 days after the closing of the club. 

· All clubs that disband must transfer any remaining funds, following an audit, to: 

· new leaders and members taking over the club, or 

· a county- or state-based 4-H scholarship fund, or 

· the Leaders’ Association in the respective county, or 

· another 4-H club in the county, or 

· the Pine Tree State 4-H Foundation, or 

· some other appropriate 4-H entity 

· If a club divides into two or more separate clubs, club funds should be divided in proportion to the number of members from the original club who are now in each new club. 

· Club treasurers or leaders should report any problems with the club's finances to the Extension office or to the president or treasurer of the Leaders’ Association as soon as they are discovered. 

· The treasurer and advisor should be made very aware of the financial guidelines or policies being used by the club.  The Extension office provides training for treasurers, or for all officers.  Call your county 4-H Youth Development educator or professional about setting up a meeting if you would like training for your club. 

Club accounts should be audited annually, by two or three individuals not affiliated with the club. An audited report should be filed with the County 4-H Office 

Fundraising
When fund raising for a 4-H club, or under the 4-H umbrella for any reason, clubs and leaders must be conscious of upholding the good name of 4-H, get approval for the activity from the county 4-H contact person, and use all funds for 4-H purposes.  In handling club funds, follow the 4-H Financial Guidelines, in Section B.2.3 of this manual or other responsible financial procedures.   Keep good records and be very open about such activities.

If funds are raised for a charitable cause, clubs and leaders must be sure they clearly inform donors about how the funds will be used and then follow through on that commitment. University of Maine Cooperative Extension, as the protector of the 4-H emblem, must make sure that such sanctioned activities are appropriately concluded.  People who donate money to a specific cause or organization have every right to believe that the 4-H fundraisers will honor their desire to have the money forwarded to that cause or organization.  After the funds are collected, you cannot revise where and to whom the funds will be directed.  If you find the original intended cause or organization has all the money it needs, or you no longer trust them to use the funds honorably, the only option is to return the money to the donors.  When such activities are concluded, send an accounting of what funds were raised and how they were expended to the Extension office.  Fundraising for police organizations is prohibited by Maine law.

Fundraising
· All fundraisers should be discussed and approved in advance, with Extension Staff 

· All funds raised in the name of 4-H through fundraising efforts must be spent on 4-H educational activities and events, or in the direct support of club educational activities. 

· Fundraisers that include gambling for money or 50/50's, jackpots, etc. for money are not permitted. 

 

Financial Management Training
Financial Management Training should cover:

· Appropriate management of club funds and leader association funds. 

· Mismanagement of funds. 

· Requiring two individuals reviewing all accounts. (Could be one member/one leader, should be from different families). 

· The treasurer of the county Executive Committee should review or audit all treasurers' books and bank accounts. 

· Any misuse of funds may result in court actions. 

Review Guidelines for 4-H Financial Management for Clubs and Fundraising located in the Risk Management section of the Maine 4-H Policies, Procedures and Guidelines Manual.
Forms and Contacts
 Forms and Contacts
 

Event Planning Reminders
Below are things you need to think about when planning an event/program.
· "What information should be shared with the parent/guardian regarding the activity?"
  

· General description of the activities to be conducted as part of the event....
  

· Schedule of the program/activity....
  

· Description of the facilities....
  

· Type of overnight accommodations....
  

· Emergency contact information....
  

· First aid/medical care available....
  

· Addressing special needs of participants....
  

· How are transportation issues handled....
  

· Type and extent of supervision (day and/or night)....
  

· Training/education of those responsible for the program....
  

· Expectations of participants and what could happen as a result of not fulfilling expectations....
  

· Identify & manage potential risks....
  

· "How will information be communicated to participants and parents/guardians?" 

 

Consider the following:
· Informational Letter 

· Parent/Guardian Orientation 

· Permission Slip with Health Information 

· Informed Consent 

· Other 


Revised:  Schmiesing, R.J. (2001). Ohio State University Extension
Original: King, J. & Schmiesing, R. (1998). Ohio State University Extension
Name of 4-H Activity____________________________________  Date(s)_____________ 

4-H Program Participation Permission, 
Agreements, and Health Form
Participant:  Please read this form carefully, provide all requested information, and sign and date the bottom of this page.
Name:___________________________________________________________________________

           last,                                          first,                                           middle initial
Mailing Address:___________________________________________________________________

Town, State, Zip:___________________________________________________________________

Telephone:(_______)______________________County___________________________________

Birth Date: (M/D/Y)____________________             Circle one:  Male            Female

Roommate preference _________________, _______________________, ____________________

As a participant in this program, I understand that I represent myself; my family; my county; Maine; and all Maine 4-H participants, volunteers and staff.  By my actions, will 4-H be judged.  Therefore, by my signature below, I agree to:
1. Participate fully in this program.

2. Follow all schedule times including curfew and wake-up hours; to be where assigned, when assigned. 

3. Follow the Dress code established for this program/event.

4. Uphold the highest standards of behavior, manners and language.

5. Refrain from using alcoholic beverages, non-prescribed or illegal drugs, tobacco products, or fireworks.

6. Respect the rights of others at all times and make every attempt to include all participants in all activities.

7. Leave the facilities in the same condition or better than I found them when I arrived.

8. Support and follow all leadership and direction received from coordinators, chaperones and any other adult authority.

I understand that should I break this agreement, I must accept the consequences of my actions, which might include a loss of privileges during this program, loss of 4-H privileges in the future, and/or immediate dismissal from this program.
Signature:____________________________________________Date:_____________________




Parent/Guardian: Please read both sides of this form carefully, provide all requested information, and sign and date where requested.
Parental Statement
My son/daughter/ward has my permission to attend this program.  Should my son/daughter/ward require medical attention while attending this program, I hereby give my consent for physicians to provide necessary medical treatment and will pay for same.  I consider my son/daughter/ward's health to be POOR___, FAIR___, GOOD___, EXCELLENT___.  I am not aware of any physical, mental or communicable conditions that will interfere with participation in this program which have not already been discussed with the event Coordinator.

Furthermore, I have read and understand the statements my son/daughter/ward has agreed to above and support this agreement.  I realize that I am personally responsible for my son/daughter/ward while he/she is attending this program.  I understand and expect that should my son/daughter/ward break this agreement and the adult coordinators find it necessary to dismiss him/her from this program, that I am responsible for his/her transportation home.
Signature:_________________________________________Date:__________________________

Print Name:_______________________________________________________________________

Relationship to participant:: circle one       Parent        Guardian       Other__________

Telephone: day_(______)____________________evening__(_______)______________________

Mailing Address if different from participant's:

_________________________________________________________________________________

Participant Health Information

Family Physician_______________________________Telephone_(______)_________________

Insurance Company____________________________Policy Number_____________________

Date of last Tetanus shot______________________

PLEASE ANSWER THE FOLLOWING QUESTIONS: (explain all “yes” answers)

Respiratory Problems(Asthma, blood spitting, persistent cough, abnormal chest X-ray, T.B., etc.) 


Y/N

Heart Disease(High or low blood pressure, shortness of breath, murmurs, chest pain, Rheumatic Fever) 

Y/N

Stomach or intestinal problems (Ulcers, jaundice, hernia, colitis, indigestion, etc) 




Y/N

Kidney, Gall Bladder, or Liver Disease







Y/N

Diabetes or Hypoglycemia (low Blood Sugar) 







Y/N

Muscular/Skeletal Problems (Arthritis, hernia, recent fractures, etc.)  





Y/N

Eye, ear, nose, or throat problems (hay fever, ear infection, impaired sight or hearing) 



Y/N

Skin diseases







Y/N

dizziness, etc.)  







Y/N

Emotional or mental disorders (Frequent anxiety, excessive fears, etc.)  




Y/N

Surgical Operations, accident or injuries, which required hospitalization in the past 2 years



Y/N

Recent exposure to a Contagious Disease







Y/N

Allergies








Y/N

Are you currently under a doctor’s care? 







Y/N

Are you currently taking medication?







Y/N

Do you have any special dietary needs? 







Y/N

Do you have any limiting physical conditions?







Y/N

Explanations:

NOTE: This document is not valid if reproduced on more than one sheet of paper.

Document must be back to back.
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Contacts for Maine 4-H Youth Development Risk Management
Program Administrator: Lisa Phelps
Maine 4-H Risk Management Team
4-H Program Leadership Team (PLT)
State 4-H Office
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