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No. 3-The Club Meeting 

"What happens at the meeting happens to the club," someone has said. And 
what happens to the club happens to the members. 

No club program is complete without well-planned, interesting meetings. 
For club members the meeting gives new life to club work, new enthusiasm 
for projects. Three concerns that other 4-H leaders have had about meet
ings are: 

1. Planning meetings that have variety and a balance of business, work, 
and play. 

2. How to conduct meetings. 
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3. The leader's role in working with junior 
meetings. 
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Clubs in Minne &Ba.Pl\!ilv~MlJU!ldJ~fE;S 
attendance at mee ings is w 
when members~ know they will really· 
miss something by not being there. 
Add variety! A dash of the unex
pected is a good tonic at every 
meeting. 

Plans for the meeting call for spend
ing time on business, education, 
and recreation. The longest time 
should be for the educational pro
gram. 

The business session should be 
planned so no time is wasted, al
though there is an opportunity for 
discussion. Committee work often 
speeds up the business. 

The recreation or play part of the meeting is just as important as the other 
two parts and must be well planned. Games, stunts, skits, and songs are 
some types of recreation that are fun at 4-H meetings. 

Sometimes a whole meeting might be for fun such as when the club has a party. 
Other meetings might be nearly all education. But during the year things 
should balance so all parts of the meeting are considered. 
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If h .. b 11 1 1 t e meetmg is a out 4 to a hours long, the time might be divided like 
this: 

Business 
Education 
Recreation -

15 to 20 minutes 
30 to 45 minutes 
20 to 25 minutes 

Some samples of things that might come under each of these headings are: 

Business 

Opening pledge 
Sec'y report 
Committee reports 
Coming events 

Education 

Demonstrations 
Judging 
Safety 
Health 
Social know-how 

Recreation 

Songs 
Games 
Skits 

How to Conduct a Meeting 

The regular meeting of the community club is generally planned for a spe
cific day and is on the 4-H calendar. The hour at which to start each meet
ing is included. The best meetings start and end on time. The meetings 
are planned by the members, parents, and leaders. 

The meeting place is important to the success of the meeting. A home is 
preferable if the club is not too large. Otherwise, some other place can be 
arranged. The club should display the U. S. flag and the 4-H flag. These 
add color to the meeting. 

This is a suggested guide for a meeting: 

Opening 

Call to order 
Pledge of allegiance 
4-H pledge 
Song 
Inspirational number 
(poem, thought for the day, etc.) 

Business 

Roll call 
Minutes 
Committee reports 
Old business 
New business 
Announcements for next meeting 

Educational Program 

President 
Everyone 
4-H members and leaders 
Everyone, led by song leader 
Arranged by program committee 

Secretary 
Secretary 
Committee chairmen 

President 

This should be what the club planned in its program for the year. It 
might be a demonstration, talk, group discussion, tour, exhibit, or 
something else. It can be presented by a member, group of mem
bers, or someone selected by the committee. 
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Recreation and Refreshments 

A few minutes of planned recreation should be a part of every meet
ing. There is room for a lot of variety in recreation. 

Refreshments should be simple and should be arranged by a com
mittee. 

Running a Meeting 

You need a system to help your meeting go off in an orderly way. If every
one talked at once, the business session would last so long there would not be 
time for the program or for fun and refreshments. 

Minnesota 4-H Clubs follow a few simple rules for conducting meetings in a 
business-like way. Here are some points to remember: 

1. The president opens the meeting by rapping 
a table or desk to get everyone's attention. 
meeting will please come to order." 

the gavel or tapping on 
Then he says: "The 

2. This is followed by whatever opening the club chooses. It might be 
the pledge of allegiance, the 4-H pledge, or a song or poem. Hav
ing 4-H members lead in the opening gives several club members 
a chance to have a responsible part in the meetings. 

3. The secretary calls the roll. It's sometimes fun if members give 
varied answers such as the name of a flower, a report on project 
work, or an answer that was planned in the program for the year. 

4. When the secretary has read the minutes of the last meeting, the 
president asks, "Are there any corrections?'' 

5. Next the president says, "The minutes stand approved as read (or 
1 a s co r re c te d 1 ) • " 

6. There may be a motion to approve the minutes. If so, the motion 
must have a second and be voted on by the members. 

7. Before making a motion, a member says "Mister President, 11 11 Mis
ter Chairman, 11 or "Madam Chairman, 11 depending on whether you 
have a boy or a girl presiding. The president recognizes the mem
ber by calling his name, "Joe, 11 "Mary, 11 etc. 

8. To make the motion, a member says "I move that. •... 11 and states 
what he wants to say. An example of a motion might be: "I move 
that the club purchase a set of 4-H and U. S. flags. 11 

9. A motion must have a second. This means that at least two mem ... 
bers are in favor of whatever was said in the motion. To second a 
motion, a member can say 11 1 second it.'' It is not necessary for 
him to stand or to "address the chair" to second a motion. 

10. After a motion has been moved and seconded, the president restates 
the motion and asks, 11 Is there any discussion? 11 
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11. In the sample regarding the flags, there may be discussion about how 
much to pay for them, what size to get, etc. When members want 
to discuss, they get permission by saying "Mr. Chairman" or "Madam 
Chairman." When the president gives the member's name, the mem
ber states his point for discussion. 

12. Discussion should not last more than a few minutes. The president 
then asks for a vote on the motion by saying "All in favor of the mo
tion say 'aye' (pronounced 'I')." "Those opposed say 'no'." In
stead of saying "aye" or "no" the president might ask members to 
vote by raising a hand or by standing. If this is done, the secretary 
may help the president count the members who vote for and against 
a motion. 

13. After the vote on a motion, the president says, "The motion carried" 
if most of the members voted in favor, or "The motion is lost" if 
most of them voted against it. 

14. When all the business is finished, the meeting may be closed by a 
motion saying "Mister Chairman" and, after being recognized, "l 
move the meeting adjourn. 11 The president can declare the meeting 
adjourned without a motion if there is no more business. 

15. The program follows adjournment of the business meeting. The vice 
president or program chairman can be in charge of the educational 
part of the meeting. 

Your Role at the Meeting 

4-H members run the meetings, serve as officers, make the motions, and 
plan the recreation. 

Boys and girls are in charge of all the "doing" at a meeting. This is possible 
because of your help in planning and working with the officers. 

You have talked over the agenda with the president and have h_elped him with 
committee assignments. 

You have worked with the secretary so he knows how to take notes on what 
happens at the meeting. 

Because of your guidance, each officer knows exactly what to do. Your joy 
comes from seeing these boys and girls perform their duties after you have 
pointed them in the right direction. 

At the meeting, every member takes part. This was arranged when the pro
gram was planned. Some will take part with the group, and others will have 
individual responsibility at one meeting and be a group worker at another. 
New members need to feel they are taking part in meetings. 

What is your job at a meeting? You guide the officers and committees in the 
duties they perform. You help other club members with whatever responsi
bilities they have and see that everyone is taking part in some way. Occas
ionally you may present the educational program or arrange for someone 
else to do so. • 
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An especially important part of your job as leader is that of encouraging boys 
and girls in their efforts. They need recognition and encouragement. As 
the leader, the members look to you when they have troubles with their pro
jects or when things don't go just right. They need someone to find the good 
points. Sometimes you may have to look hard, but there is always something 
good to tell a member. After you have told them some good things, they 
listen better to ways they can improve. 

Working with Committees 

You and the officers would be too busy to get everything done that needs "do
ing" in 4-H if it were not for the work of committees. 

Committees do much of the thinking, planning, organizing, and actual work in 
a club. Each committee should have a chairman appointed by the club presi
dent. 

Being on a committee gives boys and girls a chance to do things that they 
would not be able to do otherwise. That's why it's important that every mem
ber have a chance to be on at least one committee during the year. But don 1t 
assign responsibilities beyond the ability of the member. 

Committees do work that would take up time at meetings. Their work saves 
time for other business, education, and recreation when the meeting is held. 

Committees help share the leadership load when they carry out work in plan
ning programs, recreation, or refreshments, arranging for special activi
ties, or doing other important jobs. 

If members of a committee are to do a good job, they need to know what the 
job is. Every member needs to know what his job is on the committee and 
what the committee's job is, too. 

Committee work is a way of 'sharing leadership. It lets more people help 
in developing ideas for the good of the club. 

References: 

4-H Leaders' Handbook, p. 12 
A Handbook for Effective Meetings, B-71 
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4-H CLUB MEETING CHECK SHEET 

After the next meeting of your 4-H Club, fill out this form and send it to the 
extension office. 

Name of 4-H Club Date of meeting 
----------------------~ ~-----------------

Was the meeting held in a home----------------------------------in a school-----------------------------------------------in a community hall--------------------
other---------------------------------------------

Was the meeting planned in advance of the meeting-----------------
just before the meeting--------------------------------was not planned-----------------------

The meeting was held on a regularly scheduled date---
at a time convenient to the leader-------
when called by the president- - - - - - - - - - - -

The meeting was attended by 4-H members, leaders, 
and some parents---------------------

----------------
-------------------------------------------------

4-H members and leaders------------------------------

Did all of the members take an active part----------- ----------------------
Did about half take an active part-------------------

---------------------------~ 

Did only a few take an active part------------------- ------------------

Your name: 

Address: 

• 



• 

REPLY FORM 

After you have read this unit on The Club Meeting, please fill out this form 
and return it to the extension office. Thank you. 

1. How have you helped with a 4-H club meeting? 

(a) What did you do to make arrangements before the meeting? 

(b) How have you helped club officers before the meeting? 

President? 

Vice President? 

Secretary? 

Treasurer? 

Reporter? 

(c) What other information do you need to help the officers? 

(d) Did you help during the meeting ? ______ How? ________ _ 

(e) Were there things you had to do after the meeting? ----------If yes, what? 

(f) Other ways you helped: 

2. List your questions and comments about 4-H club meetings . 

Your name: ----------------
Address: -------------------------
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