ENROLLMENT CHECKLIST

Have you included?
· Member Application Form, #117

· Member-Parent Release Form, #135

· Leader and Volunteer Code of Ethic Form, #136

· Member and Family Code of Conduct Form, #136b

· Club Cheque

· Medical Release Form (internal)

· Unit Registration Form (internal)

· Duplicate Member Form (internal)

· Returning Leader Application (internal)

· Last Year’s Financial Statement

Have you completed electronically?

· Leaders Enrollment Form, Publication #104(a)

· Member Enrollment Form, Publication #104(b)

· Electronic Enrollment, www.bc4h.bc.ca – obtain user and password from B.C. office.
Things to do to assist your Key Leaders:

· Do not staple pages.

· Do not double side pages.

· Group member forms by member alphabetically by last name.  Each member should have:
· Member Application Form, #117

· Member-Parent Release Form, #135

· Member and Family Code of Conduct Form, #136b

· Unit Registration Form

· If a member is missing a form and you are waiting return then please make a notation.
Things to check:

Leaders Enrollment Form

Complete electronically, print and attach to your enrollment package and send an electronic copy to Key Leader.

Notes:  Are all the blanks filled in?  Make sure to enter date of last “CRS” (Criminal Record Search).  If you can’t recall please contact Key Leaders.  Have you stated who the Official Sponsor will be?  Have you signed the back?  Did you state the club achievement date?

Members Enrollment Form

Complete electronically, print and attach to your enrollment package and send an electronic copy to Key Leader.

Notes:  Are all the blanks filled in?  Have you stated who the Executive will be?  Have you signed the back?

Member Application Form

Publication #117 is required for every member every year.  Original sent to Provincial Office and a copy will be returned to you.

Member-Parent Release Form

Has the parent signed?  Has the member signed?  Is there a doctor stated with phone number and address?  Is there a medical # listed?  If a parent chooses not to name a doctor and phone number they need to list a clinic in which they use.  Also, if there is no medical number supplied then they must sign a Medical Release Form which states that 4-H will not be held liable should anything happen to their child and/or if the child is needing medical attention.

Member and Family Code of Conduct

Ensure all members and parents complete and sign each year.  Original sent to Provincial Office and a copy will be returned to you.

Leader and Volunteer Code of Ethic

Ensure all leaders and registered volunteers (new and returning) within the club have signed and had their signature witnessed.  Original sent to Provincial Office and a copy will be returned to you.
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Unit Registration Form

Ensure all members have completed a form and signed on the bottom so that they are aware of which units they are registering in.  Ensure that the club leader has signed this form.  Units listed on these sheets should correspond to the units you have listed on the Member Enrollment Form and the Member Application Form.  Has any members enrolled in Self Determined or Jr. Leader Projects?  If so, have the applications been sent to Provincial Office, deadline date is March 31st, no exceptions.

Duplicate Member Form

Complete if you have a member that belongs to more than one club.  State which club has collected the member assessment fees.
Club Cheque

Ensure that it is a club cheque for assessment fees.  Ensure that the signing officers are a registered 4-H leader and member or two 4-H members.  The 2 signing officers should not reside in the same household.  Does the cheque amount match what is stated on the enrollment forms?

Returning Leader Application

To be completed by all leaders who are returning to be leaders for the current year.

Last Year’s Financial Statement

Has your financial statement been turned in to the Secretary of the District?  Does it contain information of expenses, income, fundraising and current balance?  If not, attach to enrollment package.  Enrollment will not be accepted or submitted unless requirement has been met.

Who is a Non-Registered Volunteer?

1. A person who is working towards being a 4-H Leader or a Council Member not attached to a club or a Sponsor or a member of a Committee not attached to a club.
2. Is listed on the Club or Council Registration as a Volunteer.

3. Has obtained a satisfactory CRC.

4. Is listed in specific club minutes if they are working with a club.

5. Are not allowed to work with members unless supervised by a registered 4-H Leader.
Electronic Enrollment
Enter all required information and click Save.  DO NOT SUBMIT AFTER YOU HAVE COMPLETED.
