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2008 NORTH CENTRAL REGION 4-H

VOLUNTEER FORUM

October 1-4, 2009

Philosophy & Committee Structure

Volunteer Information Packet

I. NCRVF 4-H LEADERS FORUM

A. PHILOSOPHY

The 2009 North Central Regional 4-H Volunteer Forum (NCRVF) will be hosted by the University of Nebraska – Lincoln Extension 4-H. The Forum is intended to equip participants with knowledge and teaching skills, which they can share with other volunteers back home. Workshop topics will be relevant to participants’ needs and interests, including train-the-trainer, personal development, new program development, youth development education, exploration of different facets of the 4-H program, communication skills and volunteer middle management functions.  Sessions will focus on the National 4-H Mission Mandates of Healthy Living, Citizenship, and Science, Engineering and Technology.   4-H program management and volunteer competency building will also be represented.

The Forum will help 4-H volunteers discover the value of regional resources. Each state has its share of strong 4-H program offerings, trainers and new curriculum developments. But each state has areas of 4-H volunteer development, which could be improved. Presenters will be encouraged to show how their programs can be replicated in the communities of participants.

Developing partnerships is essential to expand the youth resource base of a youth-serving organization and developing diversity within the program. Adult representatives from other youth-serving organizations will be invited to serve as resource persons or participants to expand these partnerships.

Finally, Nebraska 4-H recognizes youth as viable teachers. At the 2009 NCRVF youth leaders will be given meaningful roles as teachers and planners.

B. GOALS

1.
To help 4-H youth and adult volunteer leaders participate in experiences that improve their ability to perform individual 4-H leadership roles

2. 
To increase 4-H volunteers ability to teach 4-H programs related to the National 4-H Mission Mandates

3.
To help 4-H youth and adult volunteer leaders learn new skills, information, techniques and resources to enhance the quality of their local 4-H programs

4.
To help 4-H youth and adult volunteer leaders become knowledgeable about a variety of successful 4-H programs, activities and systems through structured and unstructured opportunities

5.
To help 4-H youth and adult volunteer leaders share with others the knowledge and skills learned at the Forum to multiply the impact of 4-H youth work in their home state, county and club

6.
To provide opportunities and experiences that demonstrates youth adult partnerships, multicultural understanding and quality educational seminars based on 4-H curriculum.

II. STEERING COMMITTEE

A. STRUCTURE
Steering Committee for the 2009 NCRVF October 1-4, 2009 in Lincoln, NE will include:

· Approximately seven adult volunteers

· a minimum of three youth volunteers

· approximately three county faculty and staff

· one state 4-H staff member

The steering committee will be lead by two volunteer co-chairs.

These members of the steering committee will split up and lead the following committees:  

Education 

Promotion/Publicity

Registration

Assembly/Ceremony

Entertainment

Hospitality 

Resource Center  

Committee chairs will recruit other volunteers, youth, and faculty/staff to help them complete their tasks.   

B. GOALS

  1.
Plan, organize and implement a successful NCRVF Forum based on established criteria

  2.
Participate as an integral team of salaried and volunteer staff

  3.
Assume leadership and/or provide support for a specific function or set of responsibilities associated with conducting the Forum

  4.
Practice skills of delegation, supervision and empowerment by working with and through others to accomplish tasks

  5.
Gain practical experience in management and leadership skills that can be applied to future situations both within and outside Extension

  6.
Identify and focus on specific areas of personal growth and development; utilize the planning experience to strengthen these areas

  7.
Provide a balance of learning, fun and variety

  8.
Observe, learn, practice and reflect on management skills and theory developed through this valuable experiential learning process

  9.
Involve youth leaders in meaningful roles

10.
Develop partnerships with other youth-serving organizations by involving adult representatives from those youth-serving organizations

11.
Facilitate open communication to county faculty and staff

C. JOB DESCRIPTION

MEMBERS  

Co-chairs:   

Members:   

QUALIFICATIONS

1.
An interest in promoting 4-H Youth Development in Nebraska

2.
Willingness to make commitment to the time needed

3.
Organizational, management and leadership skills

4.
Ability to work as a team

SUPPORT AND TRAINING

  1. 
Some financial assistance may be available to attend planning meetings

2.  Guidance and assistance will be provided in completing tasks

TIME REQUIRED

  1.
Attendance at all Steering Committee meetings

  2.
Time to carry out responsibilities (2-4 hours/week, more as get closer to Forum)

  3.  Carry out committee responsiblities

  4.
Attendance at 2008 NCRVF in Ohio preferred

  5.
Evaluation and final report preparation

BENEFITS

  1.
Learn more about 4-H programs in Nebraska and other states

  2.
Gain new ideas

  3.
Develop skills in organizing a major conference

  4.
Develop skills in management and leadership

  5.
Work as a team with other leaders

  6.
Meet new and exciting people

  7.
Share in the feelings of enthusiasm and satisfaction of a job well done

GENERAL JOB REQUIREMENTS

  1.
Set goals and objectives of Steering Committee

  2.
Attend all Steering Committee meetings 

  3. Attend 2008 NCRVF in Ohio if possible 

  4.
Promote the Forum in each county and district across the state

  5.
Recruit committee members

  6.
Lead a committee

  7.
Report committee action plan, timeline and budget status to steering committee 

  8. Prepare evaluation sheets for committee

  9.
Prepare a Forum summary report

III.  COMMITTEES

A. ASSEMBLY/CEREMONY COMMITTEE

Chair:

Members: 

RESPONSIBILITIES

  1.
Responsible for the activities and program content of all Forum assemblies

  2.
Responsible for the three traditional ceremonies conducted at NCRVL Forums:

· Opening flag presentation (need flag staffs)

· Closing flag procession

· Pinning ceremony (when volunteers receive their pins for participation) during the recognition banquet.  Will need pins.

  3.
Coordinate room arrangements for assemblies

  4.
Coordinate (with A/V Subcommittee) equipment needs for program/speakers at assemblies

  5.
Prepare an agenda for each master of ceremony

  6.
Responsible for the head table at meals, including orienting presiders, pledge leaders and invocation presenters

  7.
Send thank you notes

  8.
Prepare committee budget and time schedule

  9.
Prepare an evaluation of committee work and give to Steering Committee for final report

10.
Prepare meal count for non-conference registrants (i.e. seminar presenters, dignitaries, etc) by deadline and give to Meals committee

11. Prepare Conference sign for podium and insure it is in place

14. Stage design and set-up utilizing theme

B. Promotion/Av committee

Chair:

Members:  
RESPONSIBILITIES

  1.
Responsible for all A/V needs throughout the Forum, including determine how much and what kind of equipment will be needed

  2.
Prepare and send forms to committee chairs for equipment requirements, including easels, markers and flip chart paper

  3.
Prepare and send forms to area county Extension offices to inventory their A/V equipment for possible use at the 2009 Forum

  4.
Work hotel to determine available equipment

  5.
Recommend seminar room assignments based on equipment needs

  6.
Prepare inventory forms and identification tags for all equipment and accessories

  7.
Recruit and assign extra volunteers to assist committee during Forum

  8. Arrange for an A/V technician throughout the Forum

  9.
Send thank you notes

10.
Prepare committee budget and time schedule

11.
Prepare an evaluation of committee work and give to Steering Committee for final report

12.
Responsible for meeting the publicity, promotional and program material needs of the Forum

13.
Prepare a logo for use on all promotional and program materials

14.
Plan and implement statewide promotion efforts for 2008 through Nebraska county 4-H offices, other youth serving agencies, and media outlets

15.
Coordinate design, layout and printing of program materials, including brochure, advance registration program and final registration program

16.
Prepare the Nebraska invitation to be presented at the 2008 Forum 

17.
Produce and distribute a promotional PowerPoint or DVD or video 

18.
Prepare print materials and signs as requested by committees (content should be in final form when submitted)

 
Coordinate publicity with news media during the Forum

C. ENTERTAINMENT COMMITTEE

Chair:
Members:   

RESPONSIBILITIES

1.
Responsible for recreation and entertainment throughout the Forum (e.g. entertainment, “ice breaker” mixer games  with educational focus or diversity, choir, art sessions, and/or recreation each evening)

2.
Get entertainment contracts signed (be sure to include all details and conditions)

3.
Work closely with Steering Committee, as well as Assembly committees on themes and times

4.
Serve as hosts for entertainers and recreation activities

5.
Send thank you notes

6.
Prepare subcommittee budget and time schedule

7.
Prepare list of potential donors

8.
Prepare an evaluation of committee work and give to Steering Committee for final report

D. HOSPITALITY COMMITTEE

Chair:
Members:   

RESPONSIBILITIES

  1.
Responsible for arranging and coordinating a Hospitality Room and providing a warm, friendly atmosphere throughout the Forum

  2.
Determine Hospitality Room open hours and equipment needs

  3.
Prepare suggestions for travel, dress and free time activities; put into registration packets

  4.
Solicit donors for snacks/refreshments and recyclable paper products to serve them

  5.
Receive, inventory and serve snacks and refreshments

  6.
Schedule hotel space for state displays

  7.
Solicit displays from states ; communicate kind and amount of space available

  8.
Serve as official hosts and hostesses for states and guests

  9.
Design and post signs when Hospitality Room is open

10.
Plan and coordinate welcoming packets and gifts

11.  Arrange for door prizes.  

12.
Provide an information booth for messages, supplies and first aid

13.
Provide for staffing and clean up of Hospitality Room

14. 
Send thank you notes 

15.
Prepare committee budget and time schedule

16.
Prepare list of potential donors

17.
Prepare an evaluation of committee work and give to Steering Committee for final report

E. REGISTRATION COMMITTEE

Chair:
Members:   

RESPONSIBILITIES

  1.
Responsible for organizing and conducting registration procedures for the 2009 NCRVF (including online option)

  2.
Contribute to Forum brochure, advance and final registration programs

  3.
Handle registration confirmations (Proof and review with committee and State 4-H Office)

  4.
Arrange for processing all registration fees with the State 4-H Office

  5.
Prepare Forum registration packet, including roster of participants and resource people – work with State Office and Education committee

  6.
Recruit volunteers to assist with registration activities at the Forum

  7.
Provide registration services throughout the Forum

  8.
Answer participant registration questions throughout the Forum 

  9.
Coordinate apparel orders

10. Coordinate special name badges with ribbons (Hosts, Presenter, and others)

11. Coordinate assembly of welcome bags

12.  Coordinate/welcome at airport/hotel shuttle (welcome sign – help find shuttle)

13.  Create a welcoming environment in registration area

14.  Work with State 4-H Office to review registration forms

15.
Send thank you notes

16.
Prepare committee budget and time schedule

17.
Prepare an evaluation of committee work and give to Steering Committee for final report

F. EDUCATION SESSIONS COMMITTEE

Chair:

Members:   

RESPONSIBILITIES

  1.
Responsible for planning, scheduling and directing all educational sessions during the Forum, including number of sessions, content and format

  2.
Include sessions on National 4-H Mission Mandates and 4-H Curriculum

  3.
Have sessions taught by youth and adult teaching teams

  4.
Design and distribute proposal form for session presenters from NCR states and provinces

  5.
Select sessions from proposals and notify presenters 

  6.
Survey presenters for session title, description, room arrangement and A/V needs (Important: give A/V committee chair the A/V survey results) This should be included in the proposal.

  7.
Make sure all sessions are listed in the Forum registration programs (title, instructor, description, room)

  8.
Arrange for presenter and keynoters gifts

  9.
Recruit, prepare instructions and orient room hosts to:

· Welcome instructors, introduce them to session participants

· Check attendance; make sure attendance does not exceed room limits

· Give gifts to presenters and handle door prizes, if any

10.
Coordinate with hotel for title signs at all session locations

11. 
Send thank you notes

12.
Prepare committee budget and time schedule

13.  Prepare an evaluation of committee work and give to Steering Committee for final report

16.
Coordinate lodging & meals for session presenters as needed
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