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Officer Manuals

Please distribute to your individual officers 
following your council’s election 

OR 

 Feel free to make copies to give to your officers 
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Youth Officer Roster

	Title
	Name
	Address-City-Zip
	Phone #

	President


	
	
	

	Vice President


	
	
	

	Secretary


	
	
	

	Discussion Leader


	
	
	

	Regional Cabinet Representative

 
	
	
	

	Alternate Cabinet Representative


	
	
	

	Youth Council Advisors


	
	
	


Please be sure to include complete and correct addresses! Mail to:

Youth Activities

Ohio Farm Bureau Federation

Two Nationwide Plaza

PO Box 182383

Columbus, Ohio 43218-2383

(Over)

Please list all other members of your youth council

	Name
	Address
	Phone

	1. 
	
	

	2. 
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	5. 
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	7. 
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	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	

	16. 
	
	

	17. 
	
	

	18. 
	
	

	19. 
	
	

	20. 
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President’s Manual

So you’re the new President!  
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Congratulations on being elected your council’s new president! You must be very proud of your accomplishment – and you should be. It’s a great privilege and honor to be a council leader.

So where do you go from here? You’ve got a great group of teens to work with, and an advisor who is dedicated to your council.

Here are a few things to consider as you get ready to tackle your new responsibilities:

Behind the Scenes

Planning your meeting. Great meetings don’t “just happen”. They are a result of some great pre-planning and thinking about what your group wants to accomplish. Try meeting with your advisors prior to your meeting. You may want to get together either a week before to discuss the agenda or meet for 15-20 minutes before the meeting. So what should happen during this “pre-meeting” meeting?

· Take time to go over some of the key things that should happen during your meeting. What items do you need to discuss? Which items will the group need to take action on/decide during the meeting? Which events are coming up later?

· People, people, people. Are there members that need some prompting to bring something to the meeting? Is there someone who should get special recognition for an achievement? Are there some members who need some special encouragement? How will you ensure that new members/guests are greeted and made to feel “part of the family”?

· Have you done your homework? Has anything changed since you had your last meeting? What kind of progress has been made on upcoming/ongoing events?

During the meeting. 

Meetings are strange animals. They sometimes get wild, boring, out-of-control, or just wander around aimlessly until time is up. Here are a few ideas that can help you direct your meeting animal down the right paths.

· Start on time and end on time. ‘Nuff said.

· [image: image6.wmf]Who’s new and who’s news? Make sure that your new members/guests are introduced and made to feel welcome. You may want to have everyone in the group introduce themselves or even play a short “mixer” type game to break the ice. Who’s news? Have anybody in the group who has done something outstanding since the last meeting? Make sure they get recognized! One of the best things a leader can do is to recognize members and let them know they are appreciated.

· Make sure members stay on track with discussions. Many times, it’s very easy to get off track in discussions. It’s your job to make sure the discussion doesn’t take too many detours.

· Lolla-pa-looza or Snooze-a-rama? Occasionally, meetings can get out of hand. Sometimes, conversations can wander way off the subject. It’s OK to get them back on track. That doesn’t mean boredom should set in, either. If your meeting is slow, do some brainstorming ahead of time with your advisor. Put your heads together to come up with some ideas to liven things up. You may want to take a “7th Inning Stretch” and play a game. Yes – a game. Right there in the middle of your meeting. Remember – an energized group is MUCH better than a sleepy one!

Gotta Love Those People!

Leaders have a unique role. You may be “in charge” of the meeting, but never forget the importance of those you lead. Here are a few things you can do to be the kind of leader that people admire.

· Be positive. A leader who is frequently negative or sarcastic will quickly bring down group morale. Instead, be the one who leads by example. The others will quickly follow you.

· Be an encourager. How often do people get a pat on the back or told their appreciated? Not enough. Think back to a time when someone you admire gave you an encouraging word and just the right time. Remember how great it felt? Guess what? Now it’s your chance to do that for someone else. Take some time to build up and to encourage. That positive comment, given at just the right time, can make all the difference in someone else’s life. 

· Make sure everyone participates. There will usually be one person who does most of the talking. By the way, that should not be you! There will also be a few people that are pretty quiet. Make sure you ask for their ideas and opinions. Many times, it is those quiet people who can give just the right advice to make your project a success. Don’t demand their participation, but be sure you encourage it!

After the meeting:

What you do after the meeting is just as important as what you do before the meeting.

· Have fun! Make sure you take the time to mingle with your council after the meeting. Join in the games and be sure to get something to eat!

· Welcome wagon. New members or guests? Make sure you go over and speak to them before they leave. Thank them for joining you and be sure to invite them to attend future meetings and functions.

· Double check with your advisor. Did you miss anything? Is there something that needs further action before the next meeting? Was anything decided at this meeting that require more attention or action?

Other ways to make an impact

[image: image7.wmf]There is much more to being a leader than attending meetings. Another of your responsibilities is to work closely with your advisor. 

As a leader, you should be committed to strengthening the leadership skills of others in the group. How are your group members gaining leadership skills as a result of participating in Farm Bureau youth functions? Here are some ways that you can help strengthen your group by building up your members.

· Make sure that everybody participates in the discussion. Your group needs the input of all members. Those members who are involved are also the ones who will be committed to your council’s activities. If they are shy about voicing their ideas, ask them to share.

· Give everyone a chance to lead. No matter what their role, make sure you have given each and every member a chance to volunteer and to be recognized for their hard work. Opportunities to lead come in a variety of forms: leading a game, being part of a phone committee, bringing refreshments or hosting a meeting at their home are all ways that your members can get involved and take on responsibility. 

· Write down your council’s goals for the year. What do your members want to accomplish? Why are these goals important to your group? Do you have a set time frame for accomplishing these goals?

Setting your course

Different things motivate us all.  Do you have goals in your life? What are they? Your goals might include getting a better grade on your next math test, getting your drivers license by the end of the year, or getting up the courage to ask that special someone out on a date. 

Goals are something that keep us on target and provide us a way to improve our lives and/or the lives of those around us.

Youth councils are no different. Without goals and a mission, a youth council will never be all that it can. 

Talk over your ideas for your council’s goals with your youth advisor. They may have some great ideas about how to get the council involved. Make sure that the goals set by you, the advisor and the council are all achievable. Goals can be big, but it helps if you break them down into small, achievable tasks. 

Next, talk to your youth council. Get their ideas about goals for the council? What do they want to accomplish this year? You may event want to have them vote on their goals and choose the top 5 goals. Be sure your secretary writes them down!
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Keep these goals handy. You’ll want to refer to them from time to time and have a plan for achieving the goals. 

Some examples may be:

· Presenting a Spotlight on Safety skit at your region’s Fall Conference.

· Your council will have at least one activity to support your county Farm Bureau program.

· Each and every member of your council will be given an opportunity to provide leadership during the year. 

All of these are great goals. They not only strengthen your council’s program but the skills of the members as well.

By now, you have some great things to think about. Good luck this year in your new leadership role!
Tips for Chairing a Meeting

1. Start the meeting on time.

2. Keep the meeting moving.

3. Come prepared to conduct the business.

4. Be alert to regional and state-wide youth activities as noted in Buckeye Highlights.

5. Involve your whole council in decisions and planning activities.

6. Make sure you don’t dominate the conversation at the meeting.

7. Make sure other members don’t dominate the discussion during the meeting.

8. Encourage the wallflowers to participate. Are they sharing their ideas?

9. Welcome new members and visitors to the meeting. Make sure they feel welcome and get a chance to be 
introduced to everyone. 

10. Evaluate how your council is informed on events. Work with your advisor to make sure that everyone gets invited to meetings and that communication is working well in your group.

11. Serve as a role model for others in your council. 

12. Be an encourager to your group.

13. Step forward to lead.

14. Step beside to teach.

15. Step back to learn.

16. Have a positive attitude. Remember – your council takes its cue from you. 

Farm Bureau
Youth Council
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Vice President’s Manual

Congratulations – you’re the Vice President!  Now what?
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You have a key position in your council. As a vice president, your leadership is in demand. Not only do you help the president and your adivisor, but you also step into the president’s shoes in their absence. 

Here are a few things to consider as you get ready to tackle your new responsibilities:

Behind the Scenes

Great meetings don’t “just happen”. They are a result of some great pre-planning and thinking about what your group wants to accomplish. A few days prior to your meeting, call your council president. Make sure they are planning to be at the meeting. There’s nothing worse than showing up and finding out you’re unprepared to be in charge.

If your council president will be absent, here are a few items to help you succeed.

· Ask your president if there are any unfinished tasks for this meeting. Is the agenda planned with the advisor? Do you need to help plan the agenda?

· What committees will need to report at the meeting?

· Is there some action that needs to take place or decisions that need to be made regarding a future project or social event? What assignments have already been made? What still needs to be done?

· Meet with the advisor prior to the meeting. The advisor can give you crucial updates to help you be prepared for your leadership role.

During the meeting. 

Meetings are strange animals. They sometimes get wild, boring, out-of-control, or just wander around aimlessly until time is up. Here are a few ideas that can help you direct your meeting animal down the right paths.

· Encourage others to get involved. Some people are a bit shy and do not get involved in meetings or projects. Instead, they sit there like bumps on a log. Your job is to help them to get involved. Ask them for their ideas and input. Invite them to work with you on special projects. You also are in a special role of helping develop other teens as leaders – never take this for granted!
· [image: image11.wmf]Who’s new and who’s news? Make sure that your new members/guests are introduced and made to feel welcome. You may want to have everyone in the group introduce themselves or even play a short “mixer” type game to break the ice. Who’s news? Have anybody in the group who has done something outstanding since the last meeting? Make sure they get recognized! One of the best things a leader can do is to recognize members and let them know they are appreciated.

· Help your Discussion Leader! Sometimes your council will get stuck on a question or discussion topic. Lots of dead air time is a bad thing. Instead, help get the discussion going!

Gotta Love Those People!

As a leader of your group, you have the opportunity to have a huge, positive impact. Here are a few tips to help you be a “people” leader.

· Be positive. A leader who is frequently negative or sarcastic will quickly bring down group morale. Instead, be the one who leads by example. The others will quickly follow you.

· Be an encourager. How often do people get a pat on the back or told their appreciated? Not enough. Think back to a time when someone you admire gave you an encouraging word and just the right time. Remember how great it felt? Guess what? Now it’s your chance to do that for someone else. Take some time to build up and to encourage. That positive comment, given at just the right time, can make all the difference in someone else’s life. 

· Make sure everyone participates. There will usually be one person who does most of the talking. By the way, that should not be you! There will also be a few people that are pretty quiet. Make sure you ask for their ideas and opinions. Many times, it is those quiet people who can give just the right advice to make your project a success. Don’t demand their participation, but be sure you encourage it!

After the meeting:

What you do after the meeting is just as important as what you do before the meeting.

· Have fun! Make sure you take the time to mingle with your council after the meeting. Join in the games and be sure to get something to eat!

· Welcome wagon. New members or guests? Make sure you go over and speak to them before they leave. Thank them for joining you and be sure to invite them to attend future meetings and functions.

· Double check with your presdient. Did you miss anything? Is there something that needs further action before the next meeting? Was anything decided at this meeting that requires more attention or action?

Tips for the Vice President

· Call your president at least a week before the meeting/event.

· If your president will not be attending the function, find out what you need to do.

· Keep in touch with both your president and advisor.

· Be alert to regional and state-wide youth activities as noted in Buckeye Highlights.

· Involve your whole council in decisions and planning activities.

· Encourage everyone to participate in discussions.

· Include all members in events. Work with your president and advisor to involve everyone in leadership.

· Encourage the wallflowers to participate. Are they sharing their ideas?

· Welcome new members and visitors to the meeting. Make sure they feel welcome and get a chance to be introduced to everyone. 

· Be sure to be involved in county, regional and state Farm Bureau Youth events. You owe it to yourself and your council to develop your own leadership skills.

· Serve as a role model for others in your council. 

· Be an encourager to your group.

· Step forward to lead.

· Step beside to teach.

· Step back to learn.

· Have a positive attitude. Remember – your council takes its cue from you. 
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Discussion Leader’s Manual

So you’re the Discussion Leader….now what?

[image: image13.wmf]Congratulations! You’re the new Discussion Leader for your council. What does that mean?

You’ve just assumed leadership of a very important position. Farm Bureau is proud of the fact that it is a grassroots organization. That means that all the ideas, programs and policies start with the members.

Your youth council is modeled after the adult advisory council. They have a monthly discussion guide called the “Speak Out” guide. It is a great deal like the youth monthly guide “Buckeye Highlights”.

What are my responsibilities?

1. Each month, you will receive a packet of Buckeye Highlights. There should be one guide for each member in your council. If you need to adjust the number of copies, please contact Darrell Rubel at 614-246-827.

2. Review the Discussion Topic in Buckeye Highlights prior to each meeting. Read it over and think about how to best conduct the discussion. 

3. Take your council’s supply of Buckeye Highlights to each meeting. If you cannot attend the meeting, make sure that someone else will take them to the meeting. It is your responsibility to make sure the Buckeye Highlights are at the meeting and that someone will lead the discussion in your absence.

4. When your council is ready for the Discussion Topic, it’s your turn to step lead.

5. When reading Discussion Topic, think about how it would best be presented. Is it best to read it silently? Should your council members take turns reading aloud?

6. Have fun!  When it’s time to discuss the questions, you can really have a blast. Not every question needs to be answered – just the ones your council wants to answer. 
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7. Use some variety in answering the questions. Here are some ideas:

· Have the guys answer the odd questions and the ladies answer the even questions.

· Divide the group into those with brown hair and those with hair that is differently colored. 

· Divide the group according to birthdays. January – May take the first half of the questions and June – December take the last half of the questions.

There are lots of ways to answer the questions. The idea is to have fun and keep things moving

8. Make sure everyone participates. Not only will your council benefit from the ideas of its more “shy” members, but you’re also giving them a chance to build their communication and leadership skills.

9. Be sure the secretary is writing down the answers to the discussion. Your secretary should submit the answers along with the minutes by the 10th of the next month. Your council’s answers can then be listed in Buckeye Highlights under the “Discussion Comments” column.

10. Have fun. The Discussion Guide is meant to be a fun learning exercise – not a snooze-a-rama! If you like, you can even have members leave the room, discuss the question and then come back to see if their answers match the rest of the council’s answers.

See the next few pages for some special tips from the pros on leading discussions.

Good luck to you. We’re looking forward to hearing what your council has to say!

Tips for Youth Council Discussion Leaders 

· [image: image15.png]


Be prepared.  Acquaint yourself with the subject of the discussion prior to the meeting.

· Use questions to spur discussion.

· As members are responding to the topic, get them to say why they feel as they do.

· Be sure everyone has a chance to talk.

· Get the thinking of others before offering your own opinions.  Give direction but go along with the group if they seem to have greater interest in a related problem rather than sticking too closely to the discussion material.

· Encourage ease, informality, good humor.

· Listen with respect and appreciation to all ideas, but stress what seems important.

· Ask, "Is there anything our council can do to help?" when members feel that action is desirable.

· Close the discussion when interest is high.

· Ask the secretary to read back comments or decisions that have been recorded.  Urge the secretary to write down at least one comment each month.  (These are used in the Buckeye Highlights.

· Announce the discussion topic for the next meeting.  Get the group to decide whether they wish to discuss that topic or choose another.
Circular Discussion Technique

The Circular Discussion technique is designed to get a consensus of opinion from your group pertaining to a specific subject.  It works well in formulating ideas in development of policy.

This is a simple way for every member present to be heard and without domination by any one individual.  Make sure that the meeting room is arranged so that the individuals can sit in a circle or around a table.  Avoid second row "sitters" - keep the single row pattern.

A kindly, informal, but firm enforcement of the following rules can produce results for you:

 1.
Phrase your subject in a clear, brief, single-target question prepared thoughtfully before the session.

 2.
Announce the discussion rules and agree upon a time limit for each person that will fairly distribute the time for each person's contribution on the subject (usually one minute).

 3.
Make certain that the members understand that there is to be a discipline that will allow each member - in his turn about the circle - to express himself, if he desires.

 4.
Be sure that every member of the group understands the problem that is being offered and the question which triggers the discussion of the problem.

 5.
Start with a volunteer who will:


a. speak within the time limits on the subject, or


b. comment on ideas which have been offered by previous participants, or


c. pass his turn for the  time being, or


d. ask for the use of his time that all of the group my silently do better or deeper thinking.

 6.
There can be no interruptions and no speaking back until a person's turn comes as discussion proceeds around the circle.  (The discussion leader must discipline himself at this point, too.)

 7.
The number of times a leader goes around the circle depends on:


a. the assurance that all have had a chance to speak.


b. the group's belief (or the boss's) that the subject has been handled.


c. time limitations placed on the session.

 8.
Careful recording of all comments should provide enough background for arriving at some general conclusions, or for free discussion.  Where possible, the use of a large blackboard facilitates the process.

(This discussion technique was adapted from Hillsdale College, Hillsdale, Michigan.)

Farm Bureau
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Secretary Manual

Communication does not begin with being understood, but with understanding others.”   - W. Steven Brown
Inside:

· Tips to improve your recording skills
· An e-mail template of our wildly popular minutes sheet. To get the actual e-mail template sent to you, send an e-mail request to drubel@ofbf.org
· Information about submitting minutes and meeting deadlines
· Minutes for your youth council
· A sample minute sheet

E-Minutes

Farm Bureau Youth Council

Council Name:
Date of this Meeting:

Total Members Present:

Guests

Advisor:
Place of Next Meeting :


 Regular Meeting Day:
Secretary’s Phone:



 Secretary’s E-mail:
Old Business:

New Business: 

Buckeye Highlights Discussion: 
We Need: Minute sheets, Envelopes, carbon paper, other:
Secretary Name: 
Address:

Discussion Leader:

Address:
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Farm Bureau Youth

Council Minutes

Council Name _________________________________

Date of this Meeting __________ Members Present ____ Guests ____ Advisor ____

Place of Next Meeting _________ Regular Meeting Day ______________________

Secretary’s Phone ___________ Secretary’s E-mail (if applicable)_________________

Old Business

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

New Business _______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

Buckeye Highlights Discussion: ___________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________
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