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Dear Potential 4-H Club Leader: 

 

Thank you for your interest in beginning a new 4-H Club in Madison County. Community Clubs are 
an important part of the Madison County 4-H Program, involving more than 600 youth each year.   

 

A well run 4-H club has the potential to make a life-long positive impact on youth. Through 4-H youth 
have the opportunity to meet new people, build new skills, and discover more about their own       
interests and abilities.  There are approximately 30 4-H clubs in Madison County, and if you          
surveyed them all you would probably find 30 different ways of leading and managing club.         
However, all successful clubs have a few things in common.  

1. Clubs are lead by caring adult volunteers, who are there to help the youth accomplish their own 
goals (and not just the goals of the leaders).  

2. Club advisors provide organized leadership, ensuring that all families have the information they 
need to fully participate and benefit from club, county, and state opportunities.  

3. Members have a key role in making all club decisions, including those about learning  activities,                         
community service projects, and club structure.   

 

The information in this packet describes the basic process of starting a new 4-H Club. Please review 
the Information carefully, paying special attention to the deadlines listed on the back page. You are 
not expected to navigate this entire process on your own, and as a matter of fact, you cannot. You 
will need to help of Extension staff with many of the steps. This packet serves merely as a guide and 
not as a do-it-yourself kit. The staff members at the OSU Extension Office are committed to helping 
our volunteers succeed and provide assistance with the process of beginning new clubs. Please              
always feel free to call with questions or concerns. 

 

Please note that the very first step in beginning a new club is being approved as a 4-H volunteer. 
Maintaining the integrity of our program and the safety of our youth are our highest priorities. Please 
help us to do so by refraining from working with youth until after this screening and approval process 
has been completed.  

 

Sincerely, 

 

 

Frances Foos 
Extension Educator 
4-H Youth Development 
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Step 1: Volunteer Screening & Selection: 

New Clubs require at least 2 screened, approved adult volunteers. All OSU Extension volunteers must                
complete a volunteer screening & selection process before they begin volunteering in any capacity.  

 

This process includes:  

 Completed Volunteer Application 

 Volunteer Standards of Behavior Form 

 Criminal History Fingerprint Record Check 

 Review of References 

 Personal Interview 

 Orientation and/or Training 

 

Potential new volunteers may begin this process by contacting the OSU Extension Office for an application 
packet. Please note that it can take several weeks to complete this step, so please plan ahead and start                  
early. 

 

 

 

 

 

Step 2: Members 

All clubs must have at least 5 members from at least 3 different families. New club advisors are often aware 
of a need or interest for the new club before beginning the process, but cannot enroll members until they are 
notified that their volunteer process has been completed.   

 

Please note that youth are not official members of the club until the enrollment process has been completed.  

 
Step 3: First Meetings 

Sometimes this first meeting is scheduled before the minimum five members have been recruited. This is 
okay, provided you continue to recruit members before the enrollment deadline.  

 

Usually the first couple organizational meetings are informal, because a constitution has not yet been                  
adopted and officers have not been elected. This is the one time it is okay for the adult advisors to operate 
the meeting without youth officers.  It is still expected that youth participate in all items of business.                      
Remember, 4-H Clubs belong to the members. 

 

At these first meetings, club members can begin discussing a club name, provide ideas for club 
activities, and decide on future meeting dates.  

Important Note:  Until Step 1 has been completed, you cannot begin the other steps. ALL 

volunteers must complete the screening and training process before they can begin to work 

with youth.  

             Page 2 



Step 4: Select a Name and Submit to OSU Extension for Approval 

Please refer to the fact sheet, “Choosing a 4-H Club Name” for guidelines. 

 

Step 5: Adopt a Club Constitution and By-Laws 

All 4-H clubs must adopt a constitution before members can be enrolled. Ohio 4-H has a template for club 
constitutions, so this process is as easy as filling in a few blanks and having members vote to accept the                
constitution. A copy of this constitution has been attached. However clubs should obtain an official copy with 
their club name entered by Extension for members to approve and sign. There are very few changes which 
can be made to a club constitution. All members should then sign the constitution and receive a copy,                   
including new members who join at a later date. 

 

By-laws are optional, and can be completed at any time after the constitution is adopted. By-laws are where 
clubs can include specific rules such as attendance policies, community service requirements, or other rules. 
If by-laws are adopted they must be signed by members and submitted to the Extension Office to be added to 
your official constitution.  Please see the attached sample By-Laws.  

 

Step 6: Apply for an EIN Number from the IRS   

All 4-H Clubs are required to apply for an EIN (Employer Identification Number) 
from the IRS. 4-H clubs are legal organization with their own EIN number. All clubs 
are required to obtain an EIN number before they can receive a charter or enroll 
members, even if they do not plan to handle money.  Clubs are also required to file 
an annual 990N form with the IRS to maintain that number.  

  

The easiest way to apply is online. If you do not have internet access, you can ar-
range to use a computer at OSU Extension. Please see the attached sample  form used for obtaining an EIN 
for your club. Whether you apply online or by paper, you will need this information. Please be sure to include 
the Ohio 4-H program’s Group Exemption Number (5925).  

 

Step 7: File Your Group Exemption Form with Ohio 4-H  

Once you have your club’s new EIN number, complete the Group Exemption  Authorization form (attached) 
and return to the Madison County Extension Office.  We will submit this form, once your charter has been ap-
proved. (See step 8)  

 

Step 8: Begin the 4-H Club Charter Process (Due March 15th) 

There is a simple charter application and check-list which must be completed each year. This club charter is 
the final obstacle to being approved as a club, so that you may receive your enrollment packet. Please see 
the attached club charter form.  

 

Step 8: Schedule Club Activities 

Once your charter has been approved, and all other steps have been completed for the volunteer process, 
you can begin to schedule meetings. All members need to be enrolled in oh.4honline.com by March 15! 
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Choosing a Name for Your 4-H Club 

Choosing a name for your club may be the first decision your new group gets to make.  Keep these 

pointers in mind as you select your club name: 

 

• Think Non-Discriminatory  

As a program of Ohio State University Extension, Madison County 4-H does not discriminate on the  ba-

sis of race, color, age, gender identity or expression, disability, religion, sexual orientation, national origin, 

or veteran status.  Be sure you select a name which is inviting to everyone and does not exclude or of-

fend.   

 

• Maintain a Positive Image 

Your club name represents Madison County 4-H and the 4-H Program as a whole.  Select a name which 

upholds a positive image of 4-H.  Club names cannot promote or insinuate illegal or inappropriate activi-

ties for youth.  (For example: alcohol, tobacco, drugs, or violence)  

 

• Represent Your Club Members - Be Unique 

Consider choosing a name which describes your club.  Consider the types of projects taken by the               

members or their geographical location.  Choose a unique name to distinguish your group.  Try to avoid 

choosing a name similar to other clubs in your area if possible. 

 

• Make it a Group Decision  

Allow every member to be involved.  Each member can be involved by suggesting possible names or  

discussing the choices.  In a large club, it may be helpful to create a committee who can narrow the 

choice to just a few.  Allow the group to vote on the possible names and choose the one the majority  

prefer. 

 

• Submit Your Choice for Approval 

All 4-H club names must be approved by the Extension Educator and / or Extension Staff.  If you have 

questions or concerns while selecting your name, please call the extension office for assistance. 

Adapted, in part, from: Rutgers Cooperative Extension, New Jersey Leader Training Series, Rutgers.  The State University of New Jersey,  
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