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The College of Agricultural and Environmental Sciences Cooperative Extension Service
conducts the Georgia 4-H program through county Extension staff in counties
throughout Georgia. 4-H’ers can enroll in a wide variety of projects, activities and
events. Together with donors, leaders, agents, parents, specialists and young people,
Georgia 4-H supports youth and families to make the best better.

Vision

A world in which youth and adults learn,
grow and work together as catalysts for
positive change.

Mission

The mission of Georgia 4-H is to assist
youth in acquiring knowledge, developing
life skills, and forming attitudes that will
enable them to become self-directing,
productive and contributing citizens.

Core Values

Agriculture, Citizenship, Communication,
Environment, Family & Consumer
Sciences, and Leadership

Emblem

The emblem is a four-leaf
clover with the letter “H” on
each leaf. The letters in the -
emblem represent head, heart, hands and
health. Use of the emblem is approved per
regulations by the state

4-H office.

Colors Green & White

4-H Pledge

| pledge:

My head to clearer thinking

My heart to greater loyalty

My hands to larger service

My health to better living

For my club, my community, my country
and my world.

Objectives

e develop a desire to gain new
knowledge, skills and attitudes
through real life experiences.

e recognize the value of research and
learn the decision making
processes.

e gain an appreciation for the
contributions agriculture and
environmental sciences and family
and consumer sciences make to the
economy and human welfare.

e practice healthful resources and
apply conservation principles.

e strengthen abilities to make
intelligent decisions, solve
problems, and manage their own
resources and affairs in a fast and
changing world.

e develop their potential by seeking
and acquiring educational and
vocational experiences.

e improve skills in leadership,
communication and self expression.

e develop effective interpersonal
relationships with adults and other
youth.

e develop concern for involvement in
community and public affairs.

Motto & Slogan

Adopted in 1912, the 4-H motto is to make
the best better. The 4-H’ers slogan is learn
by doing.



4-H Youth Chaperone Role

Objectives:
e to provide supervision for youth during event(s)

e to assist as needed with the overall coordination and facilitation of event

Responsibilities could/may include:
e provide transportation to, from and during the event as needed

e cooperate with event coordinators, county Extension staff, and other volunteers
in implementing event activities

e supervise housing including check in, clean up and check out

e supervise youth including discipline, housing, and emergency needs
e enforce 4-H code of conduct and policies of event

e complete necessary reports following event

o follow the behaviors as outlined in Adult Behavior Guidelines when Working with
Youth

Responsible to:
e county Extension staff person and event coordinator

Time Required:
e travel time to and from event, as well as length of the event

Qualifications:
e completion of required screening, paperwork, and training

e interest in youth and enthusiasm for working with young people

e ability to work with youth while nurturing positive self esteem, decision making
skills, responsibility and leadership in youth

e ability to work and communicate effectively in both verbal and written forms

e ability to handle sensitive issues, discipline and emergency situations



Overview of 4-H Events & Activities
The following events & activities are a sample of the district and statewide 4-H activities
offered during the year, and the general roles and responsibilities of leaders during
these programs.

Conferences

Weekend conferences are coordinated at various 4-H centers
throughout the year. Conferences include educational and
recreational activities. Leaders are asked to assist with classes as
well as supervising recreation and other activities. Leaders are also
responsible for area patrol, enforcing the 4-H Code of Conduct, and
supervising housing. Conferences are designed for youth in a specific age group.

County Camp/Junior Camp/Senior Camp/Specialty Camps
Summer camp is held at each of the 4-H Centers throughout the summer. Counties are
assigned one week of camp at one of the Centers each year. Adult leaders attend along with
- Extension staff and teen leaders. Counselors are hired to work at each

camp for the summer and are trained specifically for that camp’s curriculum.
. Counselors act as program facilitators while leaders are responsible for

= discipline as well as supervising youth in the cabins each evening. Leaders
are also asked to assist with classes and recreation in a supervisory role.

Judging Trips

A judging or quiz bowl team will travel in state and even out of state for
competition. Volunteers may serve as the coach and supervisor for
the trip. In such case, the volunteer has the same responsibilities as
the agent, including discipline, financial matters and safety. An
Extension Specialist may also accompany the group as a Subject
Matter Specialist and coach.

Project Achievement

Project achievement is held throughout the year for Cloverleaf, Juniors and Seniors. While
Cloverleaf may attend DPA for one day or overnight in some cases, Juniors and Seniors
compete in a combined DPA weekend program. Leaders assist with all facets of the weekend.
Duties may include judging projects, listening to 4-H’ers practice, supervising a cabin, assisting
with recreation, assisting with area patrol or any number of assigned duties.

Project SAFE Weekends

4-Hers may select from a number of shooting sports including BB, Shotgun, Archery and 22
Rifle. Some competition may include an overnight stay because of distances to travel.
Leaders attending are generally parents of competitors and/or coaches for the teams and are
responsible for the 4-H’ers throughout the day and evening including in the cabins at night.

State Council

State Council is the annual meeting of Senior 4-H’ers and includes educational components,
competition for the iron clover, the annual Citizenship Ceremony, election of State 4-H Offices
and the annual meeting of the Master 4-H Club. The program is planned and coordinated by a
team of volunteers. Leaders attending as county leaders assist with workshops and activities,
serve as county leaders and may be assigned other duties during the weekend.



Adult Behavior Guidelines when .UGA

Working with Youth extension

The University of Georgia Cooperative Extension program establishes the following guidelines for adults
working with youth in programming. These are general behavioral expectations for any adult including both
paid staff and volunteers working or volunteering in a capacity which includes working with children under
the age of eighteen and/or youth considered program participants.

Adults are expected to:

o \Work cooperatively with youth, families, University of Georgia faculty, staff, volunteers, community
members and others in a courteous, respectful manner demonstrating behaviors appropriate for a
positive role model.

« Represent the University College of Agricultural and Environmental Sciences' Cooperative
Extension programs with pride and dignity, behave appropriately, exhibit good sportsmanship, and
demonstrate reasonable conflict management skills.

+ Respect, adhere, and enforce the 4-H Code of Conduct as well as other rules, policies and
guidelines established by the UGA CAES Cooperative Extension and event coordinators
including state laws and regulations.

+ Recognize that physical punishment is not an appropriate form of discipline and will not be allowed.
Physical punishment includes physical actions that may not be expected of an individual during the
program and are assigned to a young person as a consequence for misbehavior.

+« Recognize that verbal abuse, physical abuse or committing criminal acts may be grounds for
termination as an Extension volunteer. Abusive behavior towards youth or other adults including
failure to provide adequate health and safety measures, care or supervision, emotional
maltreatment of members, verbal or physical abuse will not be tolerated.

« Under Georgia law, report any mistreatment of youth to the proper authorities. Adults should
immediately contact the person coordinating the Extension program/event and/or police or child
welfare authorities if the adult believes a child is being abused. Failure to report child abuse is
grounds for criminal charges.

« Comply with equal opportunity and anti-discrimination policy and governmental laws. Make all
reasonable efforts to assure that Extension youth programs are accessible to youth without regard
to race, color, sex (including sexual harassment and pregnancy), sexual orientation, gender identity,
ethnicity or national origin, religion, age, genetic information, disability or veteran status.

= Treat animals humanely and encourage youth and adults to provide appropriate and ethical care.

=  Strive for a minimum of two adults at any activity involving youth. Adults, in most cases, should not
be left alone with a single child unless the adult is the parent/guardian of that child.

+« To be housed in overnight settings in separate sleeping areas from children when possible. When
this is not possible, parent/guardians should be furnished a letter explaining the situation and
informing the parent/guardian that his/her child will be housed with an adult in the same room.

+ Under no circumstances, to condone others use of or personally consume alcoholic beverages or
illegal drugs during Extension youth programs, events and/or activities.

+ Operate machinery, vehicles, and other equipment in a safe and responsible manner.

Accept responsibility to promote, conduct, and support 4-H in order to develop an effective local,
county, district and state program.

= Recognize the following behaviors are inappropriate and will not be tolerated in the presence of
youth during Extension youth activities or events:

o consumption of alcohol o sexual advances or activities involving youth
o promotion of religious or political o willful damaging of property
preferences o permitting passengers to ride in motor vehicles
o theft, pilfering, or fraud without seatbelts
o use of tobacco products ocutside of o permitting youth or adults in the back of trucks
designated areas o behaviors that are illegal under law

| have reviewed and understand the Adult Behavior Guidelines.

Revigad /2016

Volunteer's Initials Date




Why Worry with Youth Development?

Many adults working with youth approach youth work from their own
experiences at that age. While it may have been a positive experience it may
also be considerably different from today’s youth.

To succeed in offering a positive, safe environment for young people in 4-H
programs, adults working with youth need to understand youth today. Additionally,
the best youth development programming is based on the single premise that youth
programs match youth development needs and vice versa.

Research consistently shows that for youth to succeed at developmental stages, one
factor must be present:

Consistent support from, and monitoring by,
an adult who sees their mistakes,

loves them anyway,
and still expects them to do well and to do good.

Youth need:
Bk a satisfactory self-concept
B success in achievement
B increasing independence

I giving & receiving affection

B adventure

B acceptance by peers
to successfully navigate physical, social and cognitive changes and growth.
Research shows there are eight essential elements that are summarized into 4 key
concepts: belonging, mastery, independence, and generosity, that are considered

necessary attributes of youth programs. These elements should be incorporated into all
programs that Extension offers youth.
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0g® OVERVIEW OF EIGHT ESSENTIAL ELEMENTS
OF POSITIVE YOUTH DEVELOPMENT PROGRAMS

. o 5. Essential Element:
Concept: Belonging . oo WO
An engaged youth iz one who is mindful

1. Essential Element: A Positive of the subject area, building relationships
Relationship with a Caring Adult and connections in order to develop
A caring adult acts as an advisor, guide and understanding. Throuwgh seli-reflection, youth
mentor. The adult helps set boundaries and have the ability to seli-cormect and leam from
expectations for young people. The adult experience. The engaged leamer has a higher
could be called supporier, friend, or advocate. degree of seli-motivation and an inexhaustiblie

capacity for creafivity.

< (1 DRI E R A ek Concept: Independence
An incluzive environment is one that creates »

a sense of belonging, and encourages and 6. Essential Element: Opportunity to

supports its members with positive and See Oneself as an Active Participant in

specific feedback. Healthy groups celebrate the Future

the success of all members, taking pride in The ability to see oneseif in the future is

the collective efforts of all parficipants. io have hope and optimism to shape life
choices, which facilitates the transition into

3. Essential Element: A Safe Emotional participaling in the future.
and Physical Environment
Youth should not fear physical or emotional 7. Essential Element:
harm while participating in a 4-H experience, Opporiunity for Self-Determination
whether from the leaming environment Believing that you have impact on [ife’'s events
itself or from adults, other parficipants or rather than passively submitiing to the will and
spectators. whims of others is self-determination. Youth

must develop a sense of infiuence over their
Concept: Mastery lives, exercising their potential to become selt-
& directing, autonomous adults.

4_ Essential Element: Concent- Ganerositv
ﬂpi]ﬂrmnit}’fﬂr Mﬂ-ﬁtﬂr}' MR C L. FENerosiey &
Mastery is the building of knowiedge, skills,
and attitudes and the demon=stration of the i, Essential Element: Opportunity
competent use of this knowledge and skill by to Value and Practice Service to Others
a proficient praciitioner. The level of mastery Finding yourself begins with losing yourself
iz dependent on the developmental ability of in the service of others. Service is a way
the individual or youth. The development of for members to gain exposure to the larger

mastery is a process over ime. commumnity and, indeed the world itself.



In a Nutshell

Ages & Stages of Development

Grades 4 through 8 Youth

Physical
Development

Social
Development

Cognitive
Development

Characteristics

Implications for Leaders

Moving all the time

Beginning of Adolescence marked with growth
spurt

Females maturing before males

Menstruation & ejaculation may begin

Provide active learning

Variety of activities

Avoid having all competitions

Be prepared for “firsts” to occur during 4-
H overnight trips

Joining clubs is popular

Don’t always understand others points of views
May be moody

Justice & equality important

Strive to please adults

Bullying behavior will peak

Use group learning

Encourage older mentors to work with
youth

Don’t compare youth to each other
Model & teach positive problem solving
skills

Think concretely until about age 11

At 11 begin to think more abstractly

Become immersed in subjects of interest

Often reject solutions given by adults in an effort
to find their own answers

Use simple, short directions
Offer wide range of activities
Use the experiential learning model

High School Youth

Physical
Development

Social
Development

Cognitive
Development

Characteristics

Implications for Leaders

Physical changes are accepted, but boys are still
growing

Most females reach maximum height by 14 and
males by 16

Avoid critiques or comments about
physical stature

Vary activities so that size doesn’t
influence success

Self centered but capable of feeling empathy
Acceptance by opposite sex is important
Want to belong to clubs but want to be
recognized as unique

Spend more time working & going to school
Want to be autonomous from parents
Imaginary Audience Syndrome

Let teens plan their own programs
Establish climate conducive to peer
support

Emphasize personal development
whenever possible

Let teens assume responsibility & expect
follow through

Help in individual skill development

Learning to make decisions

Consequences portion of the brain still forming
Mastering abstract thinking

Want to set own goals based on own needs
Emphasis on exploring & preparing for future
roles

Provide real life problem solving
opportunities

Let teens make decisions and evaluate
outcomes

Provide opportunities for positive risk
Encourage service and career exploration




Why, oh Why, Do you Drive Me Wild?
Reasons Youth Misbehave

While misbehavior may come in all shapes and actions, the primary reasons
youth will act out generally fall in to these groups.

Attention:

Children who feel left out or not part of the group will misbehavior for attention. Leaders
should either redirect the behavior, ignore the behavior, and/or impose logical
consequences. Keep in mind that children given attention for positive behaviors are less
likely to misbehave.

Power:

Children who feel out of control will try to gain control of the situation by controlling the
actions in the room. Leaders giving youth the opportunity to feel empowered to make
decisions see less misbehavior.

Revenge:
Children who feel badly about themselves will hurt others. Working towards a positive
self-image and providing opportunities for success, begins to eliminate these behaviors.

Inadequacy:

Children who feel that they are not up to par with the rest of the group will act out to
prevent continued failure. Again, leaders need to work towards offering lots of
opportunities for achievement and provide positive reinforcement. Keep in mind, that
from time to time, misbehavior will occur because of inadequacy from circumstances—
the child is hungry, tired or afraid. Often, a week of camp will create this challenge.
While a leader may not be able to change the circumstances, he/she can understand
the misbehavior’s cause.

Imitation:
Children may imitate those around them including adults. If the adults in the group are
not following the rules, the youth may not either.

Test:

Children want to know if leaders are willing to do as they say. Kids want and need limits
and will test adults to see if those limits will be imposed. Talking about taking action
does little good. Be warm but firm in imposing the consequences that have been
established.
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Please Fence Me In...Discipline Planning
While the 4-H Code of Conduct establishes a basic code of behavior for
youth involved in 4-H programming, leaders must also establish a more
immediate set of standards as they relate to involvement in 4-H programs.
These standards are simply a way of doing things so that order is
maintained. This structure includes rules, rewards, and consequences.

Rules
*are expectations of behavior

*Limit to a number that can be remembered (usually 3 to 5)
*Rules won't cover everything necessary

*Rules set limits and youth need and want limits

*|t is appropriate to involve youth in setting the limits.

Rewards
*the best reward is the satisfaction of a job well done

*you can't teach self discipline if you always have a carrot (reward)

Consequences
*should be the natural effect of the action
*may be to repair the “damage” of the misbehavior. Apologies are an example

*time outs may be used as long as a 4-H’er is within eyesight and ear sound

Positive Strategies for Activities

*Set clear, consistent rules. Use the 4-H Code of Conduct as the beginning
point.

*Make sure the environment is safe and worry free—think physical,
emotional and social environment.

*Show interest in the child and his/her activities.
*Provide appropriate activities.

*Encourage self-control by providing choices.

*Focus on desired behavior rather than behaviors to be avoided.

*Build self-image.

*Give clear directions, one at a time.

*Say “yes” whenever possible

3 h
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GEORGIA 4-H CODE OF COMDUCT

4-H'ers Name: Coumky

Address; Phone

Schioal:; Grade: WEar:
BEHAVIOR STANDARDS

The Geargin 4-H Code of Conduct is walid for one year and applies to all activities coonsinated through Georgia 4-H.

® A ers are enpected to sttend all sessions as part of & plsnned program exhibibing pasitive charscter and behevior induding (but not limited to) trusbecrthiness,
responsitlity, respectfulness, caring, Ctzenship and faimess.
3-Hers are expected to be responsive to the reasonable requests of keaders and respeciful of the needs for their personal safety and the safety of others.
A-iers should dress spproprisbely, use appropriste langusge and respect the rights of others.
A-H=rs My ot behave recklessly or inoa manmer which prohibits others from participating in the program in the manner imended.
3-Hers migy have aotess to technology at UGASCES offices and fadiities. Technology use is for sducstional purposes. 4-H'ers may not access inapproprigte
websites or materisls.
#  Reslizing these nudsines are not “sll inclesive” the University of Georgia Extension stafT and volunteers reserve the right to makes sdjustments to these polices.

LI

LONSEQUENCES OF MISHEHAVIOR
4-H'ers and adults who ochzerve 2 breach inthe Code of Conduct must neport the mishe havior to the appropriate leader. The keader will complete an
incident report and determine the next steps regarding the incident.

I d-H'ers are found participating in gobioens listed below. kow saforcement or other legal authorities moy be notified ond may leod the review ond consequUEnces
refehed to the lncdent. In these inddents, 4-H'ers mey be removed from the event ard suspended or expelled from futune 4-H partidpation. Thess behaviors may
inciude, but are not restricted to:

Possession or use of illegal dnuss

Possession or use of & wenapon

Ascalt or harassment

Inappropriste sexusl behavior

LI R

IF the &-4'er & found porticipating in the gotions listed peiow, 4-H deaders may be notified ond moy feod the review ond consequences refoted bo the behovior, $-H'ers
misbehaving will have the apportunity to explnin their actions to lesders in charge of the activity and may request o review board. The person coordimating the event
may also ComvEnes 8 neview Doard for the purposes of determining whak has ocoumed and what disdplinary action should be taken. A review board will consist of one
Extension faculty or Staff memiber, hwo volsrtssrs and three 4-H members. The Extension faoulty member coordinating the event will senye as chainperson. In some
ioases, inCdents are desmed serious and may be nefemed b lw enforcement or other kegal suthorties.

I ez 4-H'er recsives consequences from the: leader or through the review process, his/ter parents/guandians may be notified; the 4-H'er may be sent home at the
parents’ expense and may be suspended from partic pation in 4-H events. Suspsensions may be up to one year. 8 3-H'er wishes to appeal the decision of the review
board, the 4-H'er must appeal inwriting through the County Extendion office. Appeals must be filed within 10 days of notification of the discpinany acion. The appeal
iz pent to the Frogram Desvelopment Coondinator of the 4-H member and the State 4-H Leader for ruling by the State 4-H Leader.  Following any disoplinary review, the
person ooordireting the activity will provide written notification to-the appropriate parties including but not imited to the 4-H'er, his‘her parent/mesrdisn and hisher
county Exbension Taculty member.

L]

Breaking curfew or disburbing the peace Bressch of the 4-H Code of EEhics

Unexcused absences from the activities or premise of an ewent = Remaining in the presence of those who are bresking the 3-H Code of
Unauthorized use of vehides curing the event Conduct

Reckless o inappropriste behaviar Theft, misuse or sbuse of public or personal property

Use of foul or offencve languszse Possession of fireworks

Possession or use of alcohol or tobacco

LI I I I
L]

PARENT/GUARDIAM & 4-H'er AGREEMENTS ssisus '—b-ur_u-n-——u-uni-.

I Pewves rmd Thae: Gacrgin 8- Cooles ol Cerstuct ol mpachy of = wrchi dering 41 pregremming.

1 sy romvlamarmc! tee T oocies o Conacduct ol For the ncle off i O for I d-Hl | hmrmby rebam e ard foreyer Jkohoargs
Ths = Gezrgis, ar! Regain of thas . o Gmcrgls, thedr wuadl i offlcer, sgeaiy srad frexri mrTy derasrais, rights s causes of sctien =
wrhriwesr Eind that | mowy hevs, sl on sy own beb el o In srp capec iy s n gl my Hrzm or Iy wwy con eected with my ch il partdcipaticn i 1. | ot er cossrant srd sgres that for
thes commids et n wimed shove | il rat o the | ertiortion, the Bcard of Regeni of the Symzean of -] hmmrmh sy dnire for e srids g or growing
onrt rep child's I the 1 The of thin Relesns, ‘Wiskesr of Lishily, sred Dowss st ret o mus the: Boord =f Fegenia of the L L
I whads or part, of L] officen, sgeTn, and STpkopem. Ir.-:l'rr.l- ey child b participat ing In 540 withi mwy rersiscige snd comers | hase ol il

[ - I‘.n'u;-'r—mrwmlflh_ Bmromm, b omd by Tha Syriwm of Gacogln by sred oni behal of the Urkssm iy of Caorgin In print or siscsroa ke fome

WALID FOR OME YEAR FROM DATE OF SIGNING
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Implementing the Georgia 4-H Code of Conduct

4-H Code of Conduct is completed a signed by 4-H’ers and his/her parent/guardian each year.
The Code is in effect for 12 months from the date of signing. 4-H’ers must have a 4-H Code of
Conduct signed prior to participation in 4-H activities and events that take place off of the 4-
H’ers school campus and not during the school hours.

Prior to any event or activity the 4-H Code of Conduct should be reviewed for the entire group.
This includes not only consequences of misbehavior but also expected behavior.

If a 4-H’er is suspected of being in violation of the 4-H Code of Conduct, the event coordinator
should be contacted to assist the leaders with the process. Leaders must insure throughout
the process that the rights of the young person are observed. Leaders may not invade a
4-H'ers rights to privacy or due process in determining offenses.

A 4-H Review Board may be called when an infraction has been noted. The review board
serves to:
*determine whether a violation has occurred

*if there is a violation, what disciplinary action should be taken.

The event coordinator or 4-H Program Development Coordinator will call the review board as
outlined in the 4-H Code of Conduct. The coordinator will advise members of the offense,
and insure that persons not essential are excluded from the hearing. Witnesses may only be
present in the hearing room during their own testimony.

Prior to, during and upon completion of the review process confidentiality should be
maintained at all times. Disciplinary action should be discussed only with the 4-H’er, his/her
guardian and Extension leaders.

The appeals process as described in the 4-H Code of Conduct should be discussed with the
disciplined 4-H’er. This process must be followed as outlined.

written record of the event prior to the proceedings, the proceedings
as well as the disciplinary action recommended. The record should
be kept on file with the event information and a copy sent to the local
Extension staff member coordinating 4-H.

> Following the review process, the event coordinator should make a
i {

J
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Supervising a Cabin
(Housing Hints & Procedures)

Housing varies from event to event. 4-H’ers may select their
cabins or be preassigned. It is the responsibilities of the
leaders in the cabin to supervise all aspects of housing
including discipline, curfew, cleanup procedures, and other
guidelines established during the event.

4-H'ers housed in a cabin are the responsibility of both the county leader and the
leader assigned the cabin. In some instances, leaders may not be housed with only
the 4-H’ers in his/her group. However, it is appropriate and expected that leaders
will supervise and discipline as needed any youth assigned to the cottage.

4-H’'ers should not be allowed to change room or cabin assignments without the
approval of the event coordinator.

4-H’ers should not be allowed to miss scheduled activities, break curfew, sleep late
or violate any other guidelines established by the event coordinator.

Male 4-H’ers are not permitted in female 4-H’ers rooms and/or cabins nor are female
4-H’'ers permitted in male 4-H’ers rooms/cabins. Adult leaders are discouraged from
entering cabins/rooms of 4-H’ers of the opposite gender.

Roll should be checked at night. It is the responsibility of the leader in the cabin to
insure that a young person is in his or her room.

One adult and one 4-H’er are not permitted to share a room unless that adult is the
parent/guardian of the 4-H’er.

Cabins should be left in the manner which they were found with floors swept, trash
cans emptied and the rooms generally cleaned. Any damages should be reported
prior to leaving the facility and all charges paid.
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Georgia 4-H
Safety & First Aid Guidelines

The Georgia 4-H Program takes seriously it's obligation to provide responsible and reasonable care
for the youth in it's care. The Safety and First Aid policy established is designed to aid adults
chaperoning youth in handling accident, illness and emergency situations.

For the purpose of this guide:
an adult leader is an Extension staff member, school teacher, volunteer and/or chaperone
accompanying and supervising the 4-H’er during his/her involvement in the program.

A 4-H event includes but is not limited to 4-H summer camp, conferences, district project
achievements, and other 4-H activities.

Orientation
Each event will begin with an orientation session. Orientation will include:
» introduction of event coordinators and other key contact people
> identification for the group of emergency personnel (Emergency personnel are
considered to be doctors nurses, EMT’s and first responders who are attending the
event). This identification process is done to insure that leaders know who is qualified
to work with emergency situations should they arise.
> review of procedures for injuries, emergencies and discipline situations including maps
to facilities

General Care & First Aid

1) Adult leaders must be sure that all youth attending an event have completed 4-H Medical
Information & Release forms detailing medical information, history and other health history.
Signatures of the parent/guardian as well as the 4-H club member are required. 4-Hers may
not be given any medication that is not indicated on the form unless the medication is
prescribed or administered by a trained medical professional.

2) Adults leaders are responsible for the care of program participants. Care includes the
administering of routine prescription medications and treatment of minor injuries. We
recommend that all medications be locked in a container in the chaperone’s room.

3) Most 4-H Center Counselors and Environmental Educators are trained in First Aid and CPR.
4-H staff will assist in any situation in which they are trained; however, 4-H staff actions will be
limited to their training. If a nurse is provided, he/she is available for medical situations, but will
not be expected to administer routine medications.

4) If participants need further over the counter medication, such as aspirin, pepto bismol or the
generic equivalents, 4-H Centers may have a limited supply of over the counter medications
that may be provided upon the request of adult leader. Adult leaders must obtain parental
permission prior to administering all medications (including aspirin, pepto, etc) unless the
medication was prescribed or administered by medical personnel while at the event.
Permission may be given on the 4-H Medical Information & Release form or may be given over
the phone. Phone consent must be documented on the Medical Release and Information
Form. Events at locations other than 4-H Centers may or may not supply over the counter
medications.
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5)

All medical treatment and emergency actions taken must be kept in a log. The log will be
kept with the First Aid Station. The adult leader is responsible to insure that the action is
logged. The adult leader is responsible for completing an injury report and sending the report
to the appropriate individuals.

Emergency Medical Situations

1)

2)

3)

4)

5)

In the event of an emergency medical situation, all non-emergency trained adult leaders will
clear the scene of all participants and then organize an activity to entertain the youth.

4-H Center personnel should be notified immediately of any emergency medical situation.
In cases where practical, 4-H Center staff will be responsible for calling an ambulance if
necessary. Every effort should be made to contact the 4-H event coordinator immediately
following the contact of Center personnel.

Non-ambulatory transport is the responsibility of the adult leader. Maps to the nearest hospital
will be provided at all 4-H Centers and by 4-H event coordinators.

All medical treatment and emergency actions taken must be kept in a log. The log will be
kept with the First Aid Station. The adult leader is responsible to insure that the action is
logged. The adult leader is responsible for completing an injury report and sending the report
to the appropriate individuals.

For illness or injury requiring professional medical attention, a CAES incident report will be filed
and sent to the appropriate individuals ASAP. All medical treatment, administration of daily
medication, and emergency actions taken must be recorded in a medical log.

Reports

1)

2)

3)

In addition to 4-H Medical Information and Release forms for each participant, leaders should
have on hand insurance claim forms. Claim forms are necessary for admittance to the hospital
or for medical care.

Leaders should keep the local Extension staff informed of illnesses and injury requiring
Treatment because a UGA injury report will need to be filed. Remember to use empathy &
care as you talk with parents/guardians concerning medical situations. Follow up after the
event.

All 4-H Centers have a First Aid station set up for minor injuries. The First Aid station will
consist of soap, water, clean bandages and latex gloves. Any other medications and
ointments will be kept in a locked cabinet. Only 4-H center staff and adult leaders will have
access to the additional medication. During activities held at locations other than 4-H Centers,
the event coordinator will establish a First Aid station for minor injuries. The station will be set
up in an area with soap, water, clean bandages & latex gloves. Other medication and ointment
may also be available. Adult leaders are encouraged to have a first aid kit meeting American
Red Cross standard. Only trained medical personnel should administer treatment.
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Georgia 4-H Medical Information & Release Form $

Event or Activity Date of Event/ Activity
4-H'ers Information

Name County

Address

Date of Birth Grade Gender Lell Phone (if applicable)

Parent/Guardian Information

Name- Phone: Cell Phomne-

Name: Phone: Cell Phomne-

Please list the names of two adults other than parent,/guardian who may be contacted in case of emergency.

Name: Fhone- Cell Phone:
Name- Phone- Cell Phomne-
Medical Information

The following information is requested in coor of scoldent or flnees fo better troat your chitd. The informabion is aptianal and not required for
participation im the 4-H ovent or actiity.

Hame of Physician: Phone:

Diate of Last Physical Examination: Dirug Allergies:
Other Allergies
Deseribe any recent illness or injury

Deeseribe any pre-existing conditions

Deseribe any other circumstances that woald help leaders or medical professionals in working with the 4-Her

PARENT/GUARDIAN AGREEMENT:

| unideritand chat shield & bealth problis i, | will be not Read bt that 1] can o0 be reacked by welephons, duch sadizal mreabssent, Inclidisg sergery, & deemod hackiary by
eoitipetenl madkal perionne aseld be resderad; Chal such Redekiary Infermitien may be relatiad for Insuranos purposes wd that | isderisd the lmiarisn of te oo igs i
lmlicuted below. Furthermone, | sm aware that parcicipation s this event incledes sk including, but net lmited o, ransporiaton o fiinm event, spoms and recreations] games, ropes
e, wiler activities, hiking, s well as risks chat re not foneseeable. For e sole combleration of te Cooperative Extension Service’s arrasging for pardcipation [nd-H
programslng | berely relie snd forever dischargs The Univeraity of Ceorgle, the Basrd of Regests ol the Unlverity Syanem of Geongla thelr seimber Individually, shd thelr oMo,
aents and errph e Mo sy and ol delns, demasd, Fights and csies of acthen of whsitever Kisd that | iy beve, elther of fiy swn bebal of 16 my capasty i @ ligal
Fepreientative of my child, arting feom of 6 ey way e cted with my child's pardcipation 54 | further csvenast and agres Sl for Uh conaideration Stated sbave | Wil pot du
the Institeriss, e Beard of Regents of the U nlversiny Syatem of Georgle, T3 members Individually, ks ofMioers, agents of emplopec Tor sy clals Mor dussie arfilag of growing o
iy chllls partelpating In the pregram. | waderaend that the asceprance of thid Releide, Walver of Liabllicy, sd Convent nat i 3us the Board of Regents of the Unlversity Syaem of
Geurgla shall st congties & walver, |7 whale oF part, of ssverelgn Immunity by skl Board 1 mermber, officers, apents, and eeplopes. | cerdfly det my child 1 pardclpatisg I 4-H
with sy e wliadge shd coskent | huve feid and understand all of the dbove poliche. | also ghve permlialon my child's isges, o, i volos b b used by the Board of Regests of
theUnlveraity System of Desrgka by sl on behall of the Unkverity of Georgla n prist or elecorsnle farm.

Parent/Goardian Signatmre Date

[MSURANCE COVERAGE INFORMATION (to be completed by county Extension personnel) Insurance for the eventfactivity has been purchased as
indicated. For complete details of cowerage, please contack the county Extension Office.

__Imsurance for Summer Camip at Geongla 4-H Cemters —_American Income Life Insurance [Plan )

_—_American Income Life Insurance (Dollar a Year Flan] ther [nmerance Plan

PLEASE COMPLETE BOTH SIDES 16
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Over the Counter & Prescription Medication Summary %

4-H'ers Name Coumiy

Please list any fall medication currently being taken by the 4-H'er incloding prescription and over the counter medications.
Additionally, parent/guardian should list any over the counter medication that may be given to the 4-H'er in case of illness. 4-H
personnel may not administer over the counter or prescription medication without parental fpuardian approval unless
prescribed by medical personnel. 4-H'ers are expected to provide all medication(s) listed and administer the medication, If
health farilities and for personnel are available at the fasility, a request may be made prior to the event to have medication
administered by trained personnel. Additional copies of this page may be made as necessary.

Name of Medication:

Ninessfcondition is medication being taken fior:

Describe dosape and sperial instructions:

Name of Medication:

Ninessfcondition is medication being taken for:

Describe dosape and special instructions:

Name of Medication:

Ninessfcondition is medication being taken fior:

Describe dosape and sperial instructions:

Name of Medication:

Ninessfcondition is medication being taken for:

Describe dosape and special instructions:

[ am the parent,/guardian of and give permission for the medications listed to be administered
to as directed.
Parent's sipnature Date
PLEASE COMPLETE BOTH SIDES
el 18, T2



MEDICAL TREATMENT LOG

Purpose of this log is to keep a permanent record of all medicine
dispensed during the course of a 4-H event or activity. All medical treatment
should be administered within the Safety Guidelines set forth by Georgia 4-H
program and within the training and certification of the caregiver.

Date Time 4-Hers Name County Complaint  Treatment  Administered How was Permission
By Obtained?

Note: Administered by indicates who treated the 4-H’er & may be more than one person
How was permission obtained must be completed with either MIRF, medical professional prescribed or
Phone Call to Parent/Guardian.
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PHONE LOG 7 (

Q

The purpose of this log is to keep a permanent record of any and all
telephone calls made to acquire parental or legal guardian permission to treat a
4-H member for an illness or injury. This log should be kept in accordance with the
Safety Guidelines set forth by the Georgia 4-H Program.

Date Time 4-H'ers County Person Permission was Signature for Person
Name Contacted given to

19




University of Georgia Injury Reporting Form*
Injury Date: Time: ampm

MName of Injured Perzon: Under 18: Age 18 B Ower:

Phone Mumber of Injured Person: ( ) -

Incident/Accident (check all that apply):

___ Lifong/moving ___ Bum __ HNeedle sock

__ Ingestionyinhalation __ Slip/wip/fll __ Objecrineye

___ Studk by/struck against ____ Stran ___ Cotfpuncure/scrape
__ Amimalfinsect bite ___ Inesscommumcable ___ Hearng loss

__ Diher (please speafy):

Where did incident happen! (Be spedific: building, room no., hallway, etc)
Building Mame: Eooom Mo:

Other locaton; please descnbe:

Details of Incident. seribe exactly what happened. What was the individual doing:?

Give the name(s)/phone mumbers/email of any wimesses to the incident.

Describe anv infury (bruise, sprain, laceration, ic.)

Specify what body partis) were injured.

Trearment received (known ar the dme of this report):

__ Nomne ___ Doctorfurgent care visit ___ Admitred to hospatal
__ DPimraid ar site ___ Emergency Boom __ Farahty

FEEFFFRERETE R R FFEFEF SRR R FE RS AR R A A AR SR AR EE R R R R FEFFAE SRR FEFEF R R A AR R R EE R AR AR E R R EF

Mame of person completing this form (in case of queston about form):
Group Mame: Phone Mumber:

(*developed from UGA online reporting systam, May 2015)

Note: This is an example of the information you will need for an injury. The report will need to be
submitted online by a UGA Staff Member.
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_ _ extensmn
5.01 Incident Reporting

Employees and volunteers of the College of Agricultural and Environmental Sciences will use the CAES Incident Report
form to notify the CAES Dean and Director when an incident occurs that requires immediate attention. Certain
incidents will also require contacting one or more of the following UGA offices: UGA Police Department, Equal
Opportunity Office, UGA Audit Department, Office of Legal Affairs, UGA Human Resources and/or any other
appropriate authority tasked with conducting official investigations. The CAES Incident Report form will serve to
document the incident as initially reported and to document steps taken by CAES officials to respond to the situation.
The CAES Incident Report does not allow for written narrative about an incident. If the person submitting the report
thinks additional details should be provided to the Dean's Office, s/he should do so by phone as soon as possible after
submitting the report.

What must be reported?
These incidents must be reported immediately to the Office of the Dean and Director and to the appropriate
authorities responsible for responding or conducting an official investigation:

. Child abuse

. Violations of public laws

° Violations of BOR and/or UGA policies

. Accidents

o Illness and injury requiring professional medical attention
. Any incident that could bring discredit to CAES or UGA

NOTE: If there is any question about whether an incident should be reported, proceed in reporting.
In addition to notifying the CAES Dean and Director, the following protocols must be followed for reporting allegations
of child abuse and allegations of discrimination and harassment:

Allegation of child abuse, both adult to child and child to child:

e A CAES representative must immediately notify UGA Police regardless of the day of the week or the time of the
day of the allegation. The 24-hour Police number is 706-542-2200.

e The CAES official at the scene must make sure there is no further opportunity for contact between the involved
parties and will follow police instructions to further insure the safety of the victim (and/or others). The CAES
official on the scene will not investigate in any way or otherwise intervene in the matter.

e UGA Police will direct all activities related to the case.

e CAES staff and volunteers will comply with all police directives.

Allegation of discrimination or harassment:

. A CAES representative must notify the Equal Opportunity Office (EOO) as soon as possible after becoming
aware of an allegation of discrimination or harassment (as protected under the NDAH policy).
. A CAES official may obtain information from the complainant sufficient to report the allegation and should

inform the complainant that the matter will be turned over to EOO. A CAES official may not conduct an
investigation.

° CAES officials will follow directions from EOO regarding insuring a reasonable work environment during the
course of the investigation and beyond. If an immediate action is needed to protect the safety of the complainant,
the CAES official should notify UGA Police.

The CAES Human Resources Office will provide guidance and assistance in all matters pertaining to the proper
reporting of incidents occurring in CAES.

Who provides an Incident Report?

Any College of Agricultural and Environmental Sciences employee or volunteer may file a CAES Incident Report.
However, it would be acceptable for individuals to contact the senior-level person in their organization (Department
Head, District Director, Administrative Officer, etc.) and have that official handle the situation by notifying the proper
authorities and submitting the CAES Incident Report. (NOTE: If an individual believes it is necessary to report an
incident directly to UGA Police or EEO, s/he should do so, but then notify an appropriate CAES official as soon as
possible.) The reporting party may send copies of the report to associate deans, assistant deans, directors,
department heads, supervisors, and others, as appropriate.

Reporting Format
The CAES Incident Report should be used as the reporting document to CAES administration. The form can be
transmitted by FAX, email, or if neither is available, call the Office of the Dean and Director.
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THE UNIVERSITY OF GEORGIA
COLLEGE OF AGRICULTURAL & ENVIRONMENTAL SCIENMCES

CAFS INCIDENT REFORT

Incident Information: Incidens Typefs): (Check alf o appiy)
Date: Location: O Accident [ Injury
Time: [JAct of Physical [ Act of a Sexzal
Violence Mature
[ Theft O Property Damage
25 words or bems)
[0 HDAH issue [ Threat
Eeporting Person. Dhone: []Dmg issue [ Alcohol issne
[Mlness [] Cwher
Invelved Parties:
Name: [ lucenile Iovolvemens [ Affacted [ Wimess [ Qther
Couniv, Address & Phope:
Hame- [ Ipcegils Ivolvemear M Affecied [ Witpes= [ Ohar
Counne Address & Phone
Mame: [ Jucegile Iovolverens [ Affecied [ Wipess [ Other
Couniv, Address & Phope:
Name: [lhuvenle  Inuolvemenr [1Afeced []Wimess [1 Oer
County Adidress & Phone

[] UGA Police (Date/Time: ) [] Local Law Enforcemeant (Date/Time: )
[0 CAES Dean’s Office (Date/Time: ) [0 UGA EOO (Date/Time: )

[] UGA HR (Date Time: ) [] UGA Legal Affairs (Date/Time:______ )

[] Parents of {Date/Time: ) [] EMS (Date/Time: )

[] HON-EMS Medical Professional (Date/Time: ) [ Extension Event Coordinator (Date/Time: )
[] Extension Administrator (Date Time: ) [] DFCS (Date/Time: )
[] CAES HR. (Date/Time: )

Resules: jTheck aff tha apwiv]

[] Police Investigation [] EQO Investigation [ ] UGA HE Action [ ] CAES HE Action

O Followr-np with Parents Scheduled for O Follosr-np Bedical Care Scheduled for O Mo Further Action
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Keep in mind.....

Transportation

Leaders are often asked to provide transportation to and from an event. Leaders should use all
safety precautions including only transporting the number of passengers the vehicle is recommended
to carry and never allowing youth to ride in locations other than seats with belts. No one, youth or
adults, are allowed to ride in the back of trucks. On 4-H Centers, leaders should exhibit care in
driving. Be aware of the policy regarding 15 passenger vans found at:
http://www.caes.uga.edu/intranet/coextopr/policies/documents/201115PassengerVanPolicy-
Revised09-11.pdf

Automobile Use By 4-H’ers

In some instances, 4-H”ers receive permission to drive to an event. This should be handled prior to
the event with the local Extension staff. Once at the event, 4-H’ers should turn keys into their leader
until the close of the event. There is an Alternate Transportation form that can be completed to
acquire information, but it is not required. http:/georgia4h.org/documents/TransportationWaiver.pdf
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