
Tool 5-A 
 

How to Have Good Club Meetings 
A Lesson Plan for Training 4-H Club Leaders 

 
 
Purpose - To stimulate group leaders to achieve balance in their meetings: make it fun and engaging, 
keep it hands-on, and let the club members lead the way. 
 
 
Materials Needed 
 

• Copies of "Tips for 4-H Meetings" and other handouts such as "How to Organize 4-H Clubs: 
Agenda for 4-H Meeting," and "Room To Improve Your 4-H Meeting." 

 
• Supplies to build terrariums (enough for each participant to have one finished project) may 

include some or all of the following: containers such as jars, bottles, or fish bowls (a plastic 3-
liter bottle with the top removed makes a kid-friendly container); sand; peat moss; fertilizer; 
water; gravel or small rocks, broken pot pieces, or ground charcoal; scratch paper and pencils 
or pens; small plants—native plants or tropical foliage plants (native plants may be wild violets, 
wild strawberry, mosses, ferns, or other abundant plants gathered from your own garden or 
landscape, or specimens purchased from a store or garden center—nursery-propagated Venus 
flytraps are a fun choice—and tropical foliage plants may include dwarf caladiums, small 
philodendrons, small palms and ferns, or other houseplants that can be propagated easily from 
cuttings or purchased); tweezers, tongs, or plastic scoops; glass or plastic lids or coverings of 
plastic wrap; rubber bands; garden accents (may include items found around your house: 
shells, stones, marbles, plastic or ceramic figurines, etc.). 

 
 
Assessing Where They Are 
Are the leaders new to 4-H? Ask each individual to introduce himself or herself, share the setting of his 
or her club (rural or urban, specialty or general interest, etc.), and describe the length of time of 
involvement in 4-H.  A good way to orient everyone, regardless of their level of experience, is to have 
an experienced club leader demonstrate a "show and tell" or a "project report."  New leaders will 
become acquainted with ways club members might share with their peers. And more seasoned leaders 
might learn a new way to improve their club meetings. 
 
 
Procedure 
This lesson can be delivered in one of several ways: 
 

• The lesson can be relayed strictly as a lecture, including a discussion of the tip sheet and the 
steps to conducting a meeting.  

• The lesson can involve role-playing. For example, participants can be assigned roles to assume, 
such as club officers or activity leaders. Start off with the business meeting; then do selected 
activity. 

• The lesson can actually coincide with a 4-H club meeting so that participants can observe a 
meeting firsthand.  

 
Regardless of the option chosen from the above list, a good idea is to structure this lesson around an 
activity that might be shared during a club program (for example, building a terrarium inside a plastic 
soda bottle—you may choose an alternate activity, if desired).  This has dual benefits: it enlightens the 



group leader on how to plan, prepare and implement an activity, and it gives them a ready-made 
activity that may be lifted and replicated at an upcoming club meeting.  Leaders are often hesitant to 
tackle activities on subjects with which they're unfamiliar; or they think it would require too much 
time or be too difficult.  Participating in an activity may instill confidence in new leaders and expand 
the repertoire of more experienced leaders. 
 
 
Lead In 
All 4-H meetings have the same basic components: a business meeting and a program. But all meetings 
are by no means created equal.  The best meetings result from careful advance planning, hands-on 
parent and member involvement, sensitivity to the interests and life experiences of the members, and 
activities that engage the participants. 
 
The program portion of the meeting offers the best opportunity for interpretation, entertainment, 
creativity, and variety.  It might be a group activity, an educational presentation, a field trip, or even 
a community project.  The business meeting is more structured.  The first order of business in any new 
club is the election of officers, and after that officers can fill their respective roles for the business 
meeting. 
 
Because clubs may have first-time attendees each month, it’s a good idea to have the youth introduce 
themselves near the start of the meeting.  A creative way to accomplish this is to separate the group 
in twos, give each pair a few minutes to become acquainted, and then have each introduce the other 
to the club. 
 
Call the meeting to order and continue through the steps of the business meeting.  (If role-playing is 
desired, assign participants appropriate parts first.)  The format of the 4-H meeting is: 
 
Business Meeting  
 Call to order: President 
 Pledges: 
 American 
 4-H 
 Roll call: Secretary 
 Introduction of visitors: Vice President 
 Secretary’s minutes: Secretary 
 Approval of previous meeting's minutes 
 Treasurer’s report: Treasurer 
 Committee reports (individual or teams of youth report together) 
 Old business 
 New business 
Program 
Refreshments 
 
Introduce terrarium activity or other activity. If terrarium activity is chosen, complete the following 
steps: 
 
Ask that each participant select a container from the ones you've provided.  Have the participants 
prepare a soil mixture of one part peat moss to one part sand.  Add 1 teaspoon of 6-6-6 or 8-8-8 
fertilizer per 2 quarts of soil.  (For native plants, use the soil they grow in instead of a mix.) 
 
Ask each group member to draw a plan or create a mental plan of how the terrarium will look.  Will it 
be a natural woodland or a tropical setting? 
 



Direct the group to come forward and select their planting materials.  They will need enough drainage 
material (gravel, charcoal, etc.) to make a 1-inch layer on the floor of the container and enough soil 
to add a 2- to 4-inch layer on top. 
 
Have them contour the soil; then scoop out holes for the plants.  Plant them only as deep as they have 
been growing.  For a different twist, participants can plant narrow-necked bottles laid on their sides 
(as in a ship in a bottle) using tweezers, tongs, or other handy materials.  Also, plastic or ceramic 
figurines or other accents may be added to the garden. 
 
Once terrariums are planted, participants should add a moderate amount of water—only enough so 
that some liquid is visible at the bottom of the container.  Any stray bits of soil can be washed from 
the sides of the container during watering. 
 
Finally, have group members cover their terrariums with glass or plastic. 
 
Provide instructions for care.  The final destination for this mini-garden should be a well-lit area, a 
windowsill for example, out of direct sunlight. If too many water droplets condense on the lid and 
sides, slide off the top partially or uncover for a short while; do this also if the terrarium is over-
watered.  Remove any insects or diseased leaves and thin or remove any overgrown plants. 
 
Serve refreshments. 
 
 
Let’s Talk About It 
If this lesson is carried out a club meeting, sum up the highlights and answer questions while the 4-H 
members are having refreshments.  Also, this is a good time to share suggestions from the tip sheet 
and discuss a few of the ideas contained there. 
 
Other questions may include:  
 

• What's the most difficult part of conducting the business meeting? 
• Did completing a sample activity make you feel more comfortable with the concept of sharing 

an activity with the club? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Thanks to Horticulture Extension Specialist Larry Bass for excerpts of text and concepts from his 
Terrarium Activity.  North Carolina Cooperative Extension Service, Raleigh, North Carolina 


