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WELCOME to 4-H
Session 3 - Communication

You will be receiving communication from the 4-H office thru our monthly
newsletter, The Cloverleaves, in addition to emails and phone calls from your 4-H
Staff Rep. The Cloverleaves provides important information on upcoming events
and instructions/deadlines for registrations. Occasionally we will request
information for reporting purposes, the information you provide is important and
submitting it on time eliminates the need for duplicate mailings or phone calls that
needlessly waste time and money.

Given the busy world we live in, it is very tempting to let our paperwork pile up until
we have some "down time". In the end it is usually a lot easier to take it one paper
at a time. So please reply to 4-H mailings and Staff Rep communications
(email/phone) as soon as possible. The following suggestions will help facilitate
communications.



...

1. Note deadlines. When you find a form in a 4-H mailing, immediately look
for the deadline date and mark a day at least 2 business days earlier on your
calendar. If you will need to gather information from members or parents and
you will be having a club meeting before the deadline, it may be easiest to put
this paperwork on the meeting agenda. If not, decide right away when and
how you will collect the information you need.

2. Please call us. If you are not sure you understand a question on a form or
exactly how the information should be recorded, call the person who sent you
the form. This is not being "pesty" - it is being helpful. Chances are you are
not the only person who is confused.  Your call alerts the sender that there is
a communication problem and provides an opportunity to clear it up for
everyone.

3. Be aware of the schedule. Certain information will be requested from
you at the same time every year and 4-H events that require registration also
take place at about the same time each year.  Anticipating the arrival of these
mailings will help you to gather the needed information in advance.  Also,
checking up on the whereabouts of a mailing you were expecting to receive
but did not, may help you avoid missing an opportunity. Things really do "get
lost in the mail" sometimes! The two busiest times for paperwork are the
beginning of the school year and the end of the 4-H program year. Be on the
look out for:

a. Annual re-enrollment packets (Late August or Early
September) - The re-enrollment packet will be sent to the
Coordinating Leader at this time and will have to be returned to the 4-H
office by the end of October.

b. Project Completion Reports (June) - You will be asked to report
the projects and programs in which your members participated.  It is
recommended that you create a member participation list, or use the
one that is sent in your re-enrollment packet and use it as your
attendance sheet, so that you will have all the information you need
when the form arrives.

c. 4-H Achievement Night Awards Packet (Late August) - The
award packet will be sent to the Coordinating Leader to fill out the
information on the awards for their club and members. The member has
to put in their own application and activity report for county medals,
certificates and scholarships. All award information has to be in to the
4-H office by the due date in late September.

d. 4-H Cloverbud Awards (November 15th, February 15th,
May 15th) - As the Coordinating Leader you will be responsible for
submitting the paperwork for these awards.  The dates will be published
in the Cloverleaves, and you should make sure to read email updates
from your Staff Reps.
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WELCOME to 4-H
Trivia

4-H TRIVIA: 4-H Slogan - "

Learn by Doing"

This is the educational philosophy of the 4-H program. Since
young people learn best when they are actively involved in the
learning process, 4-H projects are designed to provide "hands-on"
experience that is reinforced through group discussion and
application - "do - reflect - apply".

Please answer the following questions to receive credit for session 3

Would you like the option of most of your communications from the
4-H office to be done by email rather than snail mail?

What do you think the actual percentage of replies to 4-H
communication requests and 4-H Staff Rep requests are?

What is the rate of response from your club; phone calls and
emails?

Please email your response to mrr28@cornell.edu

Cornell University Cooperative Extension provides equal program and employment opportunities. 
Please contact our office if you have any special needs.
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