4-H “VOLUNTEERS”
WORKING WITH MINORS
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< <« OVERVIEW

% Scope - the why

% Who is a minor?

% Appropriate
Behavior

% Recordkeeping
Requirements

% Reporting
Responsibilities



Policy: 1-0135 Minors

Participating in OSU Related
Activities and Programs

Key Policy Points

. Transportation-

. Appropriate supervision

. Appropriate forms/documentation

. First aid and medical treatment

. Plans for severe weather.

. Curfews

. Code of conduct

. Pronhibition of alcohol, tobacco, and
illegal drugs
Adequate supervision by adults
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5 <« WHOIS A MINOR?

Anyone under the age of 18

Any 4-H/OCES sanctioned activity or event is
considered an “extension” of the university
campus.

All of the following are under the authority
and/or direction of the University

#Extension Offices

#4-H clubs

#School Enrichment

#CNEP-EFNEP

#4-H Activities and Events at the
C/D/S/N levels

#Day and Overnight Camps

#Workshops

¥#Practices/workouts, etc.
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4 <« ADULT SUPERVISION

Avoid one-on-one contact with
Minors

Involve two or more certified
volunteers and/or OCES
employees

Meet in open, well-illuminated
spaces with windows observable
by others

Exceptions must be authorized

Health care providers are an
exception

Cloverbuds
5-7 year olds

8-14
year olds

15-17
year olds

One Adult
to 6 youth

One Adult
to 8 youth

One Adult
per 10
youth
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4 <« TRANSPORTING MINORS

More than one adult in vehicle
is best practice

On campus employees should
avoid using personal vehicles

NEVER transport youth in the
bed of a pickup.

Be aware of Oklahoma’s GDL.

Student Travel Policy 1-0133 (effective March 2015)

https://stillwater.sharepoint.okstate.edu/Policies/Shared%20Documents/Student%20
Travel.pdf



https://stillwater.sharepoint.okstate.edu/Policies/Shared Documents/Student Travel.pdf
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4 < ACTIVITIES WITH MINORS

Do not meet with Minors
outside of
established/scheduled times

Do not invite individual Minors
to your home

Exceptions require written
parental authorization and must
include more than one adult




PHYSICAL CONTACT
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Do not touch Minors inappropriately

Touching should only be in the
open/public and in response to the
Minor's needs

= Consistent with Program mission
= Educational

= Developmental

= Health related

Respect ANY resistance from the
Minor
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45 <« ABUSIVE CONDUCT

No abusive conduct of any kind
= Verbal
= Striking
= Hitting
" Punching
= Poking
= Spanking
= Restraining

If restraint is necessary incident must be
documented.




MODESTY

Do not shower, bathe, or undress with or in the presence
of Minors

Schedule different shower times if common area showers are
the only option

Be sure there are appropriate shower curtains or other barriers
Teen leaders/counselors should not undress in front of younger
members and should practice modesty
The custom of 4-H is that we do not have adults share a
room with a youth unless it is their own child.

In @ camp setting adults can share a cabin or tent with
multiple youth; however, this should be shared with
parents in writing or at an orientation before the event.
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< « SOCIAL MEDIA WITH MINORS

Consent required to friend
minor on Facebook or any
social media technology

*"Do not recommend
personal Facebook

= Office/Club Facebook
account only

Enrollment Form - Written
consent required to text
message minor
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< <+ SUBSTANCES AROUND MINORS

Do not use, possess, or be
under the influence of
alcohol, tobacco or illegal
drugs when responsible
for or in the presence of a
Minor's welfare.

Federal and state law require
public school campuses to be
M alcohol —
M tobacco —
M drug —
M weapon —

Please do your part
to set an example for our students.

Federal Safe and Drug-Free Campuses Act.

— FREE




4-H ADULT BEHAVIORAL GUIDELINES

Work cooperatively with youth, families, volunteers, Oklahoma
Cooperative Extension Service faculty and staff, and others in a
courteous, respectful manner demonstrating behaviors
appropriate for a positive role model for youth.

A Parent or Volunteer’s negative behavior, can jeopardize the
membership status of a 4-H member. Persistent negative behavior can
be grounds for withdrawing membership status from their child(ren).

Represent the Cooperative Extension Service and the 4-H program
with pride and dignity, behave appropriately, exhibit good
sportsmanship, and demonstrate reasonable conflict management
skills.

Respect, adhere to, and enforce the rules, policies, and guidelines
established by the Oklahoma Cooperative Extension Service and
any other established rules or guidelines for sanctioned 4-H
activities, this includes all state laws related to child abuse and
substance abuse.




GUIDELINES CONTINUED...

Recognize that verbal, mental or physical abuse, hazing or
committing criminal acts or being aware of the same are
grounds for termination as a volunteer or 4-H educator.

Comply with equal opportunity and anti-discrimination

laws. Make all reasonable efforts to assure that 4-H youth
programs are accessible to youth without regard to race,
color, national origin, genetic information, sex, age, sexual
orientation, gender identity, religion, disability, or status as a
veteran.

Treat animals humanely and encourage 4-H youth and adults
to provide appropriate and ethical animal care.




GUIDELINES CONTINUED...

Under no circumstances, allow or consume alcohol or illegal
drugs at 4-H events or activities. Understand that the use of
or being under the influence of alcohol or illegal drugs while
in the presence of 4-H members and/or at 4-H programs or
activities are grounds for termination as a volunteer or 4-H

educator
The use of tobacco and vapor products in the presence of 4-

H members and/or during 4-H events and activities is
strongly discouraged, as the use of these products by minors

is illegal.

Operate machinery, vehicles, and other equipment in a safe
and responsible manner when working with youth and adults
participating in 4-H programs.




GUIDELINES CONTINUED...

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

#Training Records
#Individual Participant Records

#¥Program Records

Forms at http://4h.okstate.edu/events-and-activities/forms



http://4h.okstate.edu/events-and-activities/forms

RECORDKEEPING - Training

#Training Records

"Documentation that prove training
occurred

=Volunteer (adult and youth) training
must be recorded in the 4-H Online
Data Management System




YOUTH FORMS

There are three forms to
be used with youth:
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FORM 1 - OVERVIEW

Emergency Contact
Information

Medical Information
Insurance

Allergies - medicine, food,
plant, insects, allergens
Dietary Restrictions or
special needs

Authorization for OTC
Medications

Release 4-H/OCES/OSU/Board of Regents/etc. thereof from and against any and all claims,
demands, and actions or causes of action on account of damage to personal property or
personal injury or death which may result from the performance of my volunteer activities and/or
my participation in the activities or events thereof.




FORM 1 - PAGES 3-4

Prescription Medication

* Must be completed for the
participant to self-administer
RX medication T R S
Must be updated prior to any . Se———
Program/Activity/Event
requiring a medical from

] b egnl authurity b o meeret e mashend

RX - dosage and time of
administration

* Any narcotic requires a
licensed health care sighature




YOUTH FORM 3

Transportation Best
Practices

Drivers are to be in compliance to
state laws, University policies and
4-H procedures.

OK law requires all vehicles be
covered by liability insurance.

Persons transporting 4-H youth
and/or volunteers are required to
possess a valid drivers license and
insurance.

Parent/Guardian is responsible for
providing transportation or making
other-arrangements for the
transportation of their child.
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http://4h.okstate.edu/events-and-activities/forms/form-3-travel-transportation-best-management-practices-3-2016

ADULT FORMS

There are two forms used with adults:
*"Form 4 - Adult Medical (revised 7/2017)

*"Form 5 - Adult Volunteer Risk and Release
of claims/Publicity Release (revised 7/2017)

"Form 6 - Employee Volunteer Risk and

Release Claim (discontinued 7/2017 and merged with form
9)




FORM 4 - ADULT MEDICAL

= |[nsurance

= Emergency Contact

= Health History and
Medical Records ;;f."rt‘rrfw-w “

= Allergies - medicine, e —
food, plant, insects, s s
allergens
= Dietary Restrictions

= Restrictions or
Assistance




FORM 5 - AUTHORIZATIONS AND WAIVER

Content:

= No remuneration, compensation, benefits
for services, including but not limited to
workers’ compensation insurance

Services are completely voluntary
Behavioral guidelines

Publicity Release

Adult Health Form

Assumption of Risk - participation is not
without some inherent
dangers/hazards/risk or possible injury or
death

Insurance Statement

Release 4-H/OCES/OSU/Board of Regents/etc. thereof from and against any and all claims,
demands, and actions or causes of action on account of damage to personal property or
personal injury or death which may result from the performance of my volunteer activities and/or
my participation in the activities or events thereof.




WHO COMPLETES FORM 5

Episodic Volunteer: 4-H
Volunteers/Parents - Local, County,
District, Regional and State level
assistance

= Judges

= Workshop Instructors

= Resource people from another
agency/organization
volunteering services with an
official OCES/University
program

= Etc.




POSITION DESCRIPTION

®" Formal communication
enlisting help and
indicates expectations
and responsibilities

= Used for both certified
and episodic volunteers




EVENT MANAGEMENT

There are three forms to assist in good risk
management practices:

"“Form 7 - Activity and Event Intent
"“Form 8 - Incident and Accident Report

“Form 9 - 4-H Crisis Management Plan
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FORM 7 CONTENT

= This is the who, what, where,

when and how of program
planning.

= The process allows the group to
think through potential risks and
how to reduce or avoid them.

“Plan the Work and Work the Plan.”

Oulahoma 4 Yousth D

wiooment t@
Yorm 7

20 Office anytime your dub is doing something outside of the regulaety
. & maeting date and tme  Keep 0ne copy for your records and file & copy with the extension office
Beturn by FAX, o mall, US gost office




THINGS HAPPEN.....

Documenting an Incident or Accident

Use form 8.
Used by extension educators and
volunteers.

The person “in charge” completes
and files the form.




DEFINITIONS

Incident Defined: An incident could be
harassment, hazing, bullying, inappropriate
language, a threat (verbal, physical, mental),
inappropriate use of electronics/intranet, etc.

Accident Defined:

= Bump, sprain, scrape, cut, scratch, etc.
needing attention/medication.

= Bug bite, sunburn, headache, stomachache,
etc. needing attention/medication.

= Emergencies or medical treatment requiring
professional attention.

= Accident involving car, equipment, ATV,
bicycle, tractor, boat, animal, etc.



REPORTING AN INCIDENT/ACCIDENT

WWM Form 8 - Incident/Accident
Form

Have the form on hand at all 4-H
events, activities and club
meetings.

Completed and signed by person in
charge.

Required set of signatures.
File Within 3 days.

Forms will stay on file in the county
office until authorized to be
destroyed.

Oklahama 4-H Youth Development

Form §

Incident/Accident Form
This form is track of injuries/incidents that occur during a 4-H activity or event. All club leaders
and staff should have the forms on hand at alf 4-H svents and activities. This is to be turned in to the
Extension Office and signed by the Volunteer incharge, Club Leader, parent/guardian and an an
Educator within 3 days. Coples can be made for dub leaders and parents/guardians. The original wall
stay on file in the Extension Office. Forms will be kept on file In the county office untd autharized to be
dastroyed,
¢ Incident Defined: An Incident could be harassment, hazing, bullying, inappropriate language, 3
threat (verbal, physical, mental), Inappropriate use of electronics/Internet, etc
Accident Cefined:
Bump, sprain, scrape, cut, scratch, etc. needing attention/medication.
8ug bite, sunburn, headache, stomachache, etc. nesding attention/medication
Emergencies or medical treatment requining professional attention.
Accident invalving car, equipment, ATV, bicycle, tractor, boat, animal, =tc

Information in this repart is for the ipired person ar personts) tavolvedd i on incident

Name Dat Time

Age

| Responzibie Volunteer/Extension Educator:
Name of investigating Officer/Response Personnel/Doctor:
Clinic/Hospital/Facility/Business Name

Location as well 35 site details

Tatal number of persons (youth and adults) Involved

Names of all persons (youth and adult) directly involved

Type of Injury/Accident/Incident

Effoctive 2/1/2015




FORM 9 CONTENT

OWohoma 4-N Yourh Desslopment

Don’t leave the county

in the event there is 3n amergency ’loni ba prepared to follow protocol.

H 1 Ot hawe step one inciuderd as part of their Activly and Event intert form 7 Med weth cosnty ofce prior to I routh Development
without Form 9. e

1. Baengon Educators should have torm S when attending any Oklshoma &-H/Cshahoma Cooperative
Extengion dctivly dong with emmergency Contact information for parents of Ml youth attesding A copy of barticigating tn | O Done

the Pl {form 9] e Jeft quickly accessibie in the county office
STEP ONE — Club | eadensiip or County Fducator

e e Weat

2. Call 511 0f appropriate amerpancy parsor

Keep with Health Forms - m— || [
and blank Form 7 when out o ‘ | s
of the county. o — =

14

51 FOUR- State C
Arermate rumer

nty Extanmsion Directo

el will continue communicatio ough the appropriate
. Do not talk to the amy news media. All statements and

I time, they will
ardance with the Clery Act (federal 2atute <o d 1092{f]). Redease channels. After

hildran anly 1o pa the * % 0 contact farm | on as addricoal

; ‘
A copy of Form 9 is to be e

ocumenting what happened. The el

quickly accessible in the iy o csponsle g es v v i s —_

Altemate p D i F Xt e o bicome dogged wit e

Extension Office in the —
event of an emergency.

L¥%activw 2/1/2925
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Contractual Agreement

Required content...
*"|lnsurance

"Indemnity prowsmnb ‘?
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REPORTING

Under Oklahoma law you are required
to report child abused or neglected

Emergency
OKDHS

OSU Police
EthicsPoint

OSU Director
of Human
Resources

911
800-522-3511
405-744-6523 or 311

866-294-8692 or
www.osu.ethicspoint.com

(405) 744-7420.
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http://www.osu.ethicspoint.com/

INVESTIGATION

External
*DHS

Internal
= Within 24 hours notify supervisor
= OSU Police Department

= Office of the Vice President and
General Counsel

= OSU Human Resources
= Dean of Student Affairs
= Office of Academic Affairs




VIOLATIONS OF POLICY

Misdemeanor for not
reporting

Failure to report is grounds
for termination, dismissal or

expulsion \ '
Legal prohibitions regarding ‘

physical presence on \@
campus J
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THANK YOU FOR KEEPING KIDS SAFE!




