Section 6
CHAPTER 

MANAGEMENT

CHAPTER MEETINGS

Types of Meetings
Many activities of an organization are planned and carried out at chapter meetings. The FCCLA organization is no exception; however, it must be remembered that there are many types of meetings, each with its own functions:

Business Function

Some functions of the business meeting may be to discuss and plan activities, carry out responsibilities, present officer/committee reports, elect officers, or establish committees.

Educational Function

Educational meetings are those at which special presentations are made through films, slides, guest speakers, family and consumer sciences and “leadership” panels, or field trips.

Social Function

These functions are usually held outside of class and are of a recreational nature such as banquets, dances, roller-skating, parties, etc.

Service Function

Service functions are usually community based and include activities for the benefit of people in the community such as individuals with a disability, the elderly, and special needs groups.

A chapter meeting may be a combination of any of the types of functions identified above.  The business function is usually first on the agenda followed by the educational function.  
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Steps in Developing a Program of Work

_____

Involve students in planning a program of work.  (The Planning Process



is a good tool to use.)

_____

Use the Honor Roll as a guide for planning activities.

_____
Develop lesson plans using class to help carry out the program of work activities.

_____

Provide students with dates, forms, etc. that have come from the state



FCCLA office as well as dates of other school functions already on the


calendar.

_____

Watch for appropriate community service projects.

_____

Set tentative dates for chapter activities.

_____

Place regional/state/national FCCLA dates on the calendar.

_____

Organize chapter program and yearbook or calendar.

_____

Identify ways of financing program of work activities.

_____

Coordinate program with career and technical education and/or FCS



advisory committees.

_____

Evaluate each activity as it occurs.
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THE PROGRAM OF WORK

WHAT IS A PROGRAM OF WORK?

The program of work is a guide for the FCCLA chapter, which gives direction (like a road map) to all activities.  The chapter’s goals or objectives, projects, and activities are spelled out in the program of work.

Goals are specific statements of what the chapter wants to accomplish.  Members decide on the goals as they plan activities that meet their concerns and interests.


Example:
To carry out a service activity that will help individuals and




families in the community.

A project is a group of activities that helps accomplish the goal.


Example:
HELP – Have Enough Love for People, a project that will




be implemented through several activities.  This is an 




example of a chapter project (not an individual project).  




More chapter projects are suggested later in this section.

Activities are the specific experiences and events that the chapter will carry out

to complete the project and fulfill the goal.

Example:
Adopt a needy family in the community and find ways to assist them in helping themselves.

Who Plans the Program of Work??

Using the planning process, the chapter members, with the support and counsel of their adviser, determine their concerns and agree on the action to be taken.   Using the same planning process, members may select and plan appropriate fund-raising projects needed to finance their program objectives.  See FCCLA  Planning  Process, p. 10.
Following this process, appropriate committees and/or the executive council puts these ideas and plans together to make a polished and complete program and calendar of activities.
When is the Program of Work Planned?

Frequently, this planning process takes place at the beginning of the chapter/school year.  Ideally, time and effectiveness are gained when the planning can be done in the spring near the near the end of the previous school year.  The difficulty with this schedule is membership turnover.  Enthusiastic and influential members find it difficult to identify with objectives they had no part in planning.
What are the Steps in Planning a Program of Work?

Briefly, the planning process steps are:

1. Identify concerns.

2. Set your goals.

3. Form a plan.
4. Act.

5. Follow up.

You will probably need to spend more than one session in planning in order to arrive at an agreement on just one or two (not more than three) major goal(s).  Do not despair; it is time well spent. If the members are in agreement about what needs to be done, they readily volunteer and are committed to help accomplish the goal(s).  Continue on with your planning until every member has a job to do.

After an activity, stop…discuss and evaluate results and think of ways to make it better next time.  Do not forget to thank those who helped you succeed in completing your projects-chapter parents/sponsors, school personnel, and others.  Publicize your results; report with pride on your accomplishments.
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A BALANCED PROGRAM OF WORK

►Competitive Activities

►Individualized Activities

►Cooperative Activities

ACTIVITIES

Fund-raising 



Social Events

Public Relations Events

Membership Promotion

Business Meetings

Curriculum-related Projects
Competitive Events


QUESTIONS FOR EVALUATING THE PROGRAM OF WORK

1. What did the chapter members gain from the programs and projects?

2. Did your programs and projects meet the intended objectives?

3. Were the various activities promoted effectively?

4. Did our program of work meet the concerns and interests of chapter members?

5. What were the comments made by chapter members indicating their attitudes and feelings during and after the programs and projects?

6. Did the activities of the program of work coordinate with classroom experiences?

7. What is your (and the advisory council’s) reaction to the program of work?

8. Will activities/programs lead the chapter to Honor Roll status?
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PROGRAM OF WORK

SAMPLE WORKSHEET

_______________________FCCLA CHAPTER

	GOALS
	ACTIVITIES
	TARGET DATE
	PERSON RESPONSIBLE
	DATE COMPLETED

	
	
	
	
	


SAMPLE FCCLA CALENDAR OF EVENTS

[image: image5.wmf]
September


FCCLA  Membership Drive


Organizational meetings


Fall Leadership Training meeting

October


Organizational Meetings


Chapter Affiliation


Brainstorm for Program of Work


Executive Council Meeting

November


Trip to Fall Leadership Conference


Organizational Meetings


School Project (School Spirit for Thanksgiving)



(A thought for the day will be given each day from Nov. 19-21 by



    an FCCLA member.


(Thanksgiving posters will be placed around the school.


Individual Power of One Projects


Pen Pals (elderly) Chosen


Begin STAR Events Projects


Executive Council Meeting

December


Fundraising Project


Executive Council Meeting

January


Fundraising Projects


Executive Council Meeting


Regional STAR Events

February


Committee Service Reports (make gifts for elderly pen pals, visit them in


nursing home, bring gifts and refreshments, and entertain them)
March and April


Easter Party for Orphanage or Children’s Hospital


Muscular Dystrophy Smile Project


Regional Meeting


Trip to State Meeting


Executive Council Meeting


Election of Officers

May



Executive Council Meeting

Annual FCCLA Banquet


Installation of Officers
 EVALUATING CHAPTER ACTIVITIES/PROJECTS

Title of Activity/Project________________________________________

IS THE ACTIVITY OR PROJECT…..











    Check one:











Yes

No





1. Important enough to be worth the time and effort?

_____

_____

2. Meeting the purposes of FCCLA and the FCS 
      Department?






_____

_____


3. Based on concerns of most chapter members?

_____

_____

4. Based on a survey of community resources and plans to


      use those that are helpful?




_____

_____

5. Flexible to permit quick recovery if some parts of it fail?
_____

_____

6. Open to all members so they can develop leadership skills


      and work together harmoniously?



_____

_____

7.  An opportunity to work with other student organizations?
_____

_____

8. An opportunity for members to practice problem solving,


      decision-making, and management?



_____

_____

9. In accordance with school policies and state laws, especially


      in relation to money raising and use of school 
                 facilities?







_____

_____
10. Planned so that plans and progress are evaluated
                 frequently?






_____

_____

THE BEST THING ABOUT THIS ACTIVITY/PROJECT WAS:

IF WE CONDUCT THIS ACTIVITY/PROJECT AGAIN, THE MAIN THING WE COULD DO TO MAKE IT BETTER IS:

THE PLANNING PROCESS

Identify Concerns
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Set Your Goal
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Form a Plan
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Act
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Follow –up
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MEETING/ACTIVITY SHEET

TYPE OF MEETING/ACTIVITY___________________MEETING ROOM___________

PEOPLE ATTENDING___________________________________________________

_________________________________________________________________

TOTAL TIME____________________________DATE__________________________

	Timing
	Activity Methods
	Who Is Responsible
	Resources/Equipment

	
	
	
	


CHAPTER FINANCES

SUGGESTIONS FOR KEEPING CHAPTER FINANCE RECORDS

The records on the following pages are samples.  It is hoped that the samples illustrate usable forms for keeping your chapter’s financial records.  It is not expected that chapters follow them in detail but will adjust to fit the chapter’s needs.

MAKING THE CHAPTER BUDGET

Many schools have a centralized finance system with separate accounts for each of the school’s organizations.  Some schools do not permit their groups to earn money.  Before their expenditures are planned, the treasurer and adviser should discuss the school’s policies regarding finances with school administrators.
Consult the program of work committee in determining what activities and projects will demand in funds and how much.  The budget is developed in line with the amount of income needed and the anticipated expenditures.
KEEPING THE RECORD OF CHAPTER INCOME

As the chapter receives funds, record the date received, from whom received, and the amount under the appropriate columns. Be sure to give receipts for all money received--dues, profit from money raising activities, donations, etc.  Use a duplicate receipt book so that you can keep a carbon of each receipt .
KEEPING THE RECORD OF CHAPTER EXPENDITURES

As expenditures are made by the treasurer, show date of check, to whom paid, number of check, and enter the amount in the appropriate column.  There are several good software programs available to keep these records on the computer and obtain a variety of reports for future reference.
MAKING THE FINANCIAL SUMMARY

At the end of the year, you will need to make a final report of the chapter’s financial status.  The end of the year financial picture provides an opportunity to evaluate how well the chapter stayed within the planned budget.  Make revisions in the budget as needed for the coming year.
[image: image6.jpg]


[image: image7.jpg]


[image: image8.jpg]



GUIDELINES FOR SENDING MONEY TO THE STATE OFFICE
Kentucky uses the “direct affiliation” method of paying chapter dues for members.  This means the affiliation form and dues are sent directly to national, and national sends the state its share of the state dues.  These forms should be filled out correctly (double check and double check) to make sure every person’s name is on the list who paid dues.  These dues should be correctly counted and reported.  Checks should be made payable to FCCLA, Inc. and sent to the address provided by the national headquarters.  It is also good to send a copy of the affiliation form to the State Adviser so that person has an idea of the number of chapters and total membership.  It will take time for national to get this information back to the state.  

Check the spelling of each member’s name and always use that same name on all documents for that student. (For example, STAR Events, award forms, etc.)

Checks that are sent to the state office for leadership training conference, state meeting, etc. should be made payable to the Kentucky FCCLA  Association.

Always indicate the name of the chapter and chapter adviser and enclose the following,  when applicable:

· For conference and meeting registration, send your registration forms.
· Check and double check the amount due and enclose a check for that amount.

Pay all bills PROMPTLY!!!  Meet all deadlines for registrations, dues, etc.  

When sending in registrations for conferences or anything that involved serving meals, be sure to give the correct number attending . . . reservations are due by the deadline, and money for meals cannot be returned once they are turned in to the hotel.  If cancellations need to be made, make sure you meet the deadline for this . . . no exceptions!!!
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REPORT OF ORGANIZATON FINANCES

Oragnization____________________________________Number_________________

Sponsor_______________________________________Year____________________

	DATE
	SOURCE OF INCOME OR PURPOSE OF EXPENSE
	INCOME
	EXPENSE
	BALANCE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


CHAPTER BUDGET AND FINANCIAL SUMMARY

(Should be done monthly and yearly)
Estimated Chapter Budget

Period:

From_____________________To____________________

Funds on hand







Amount

Income (List)








Amount









Total

Expenditures
 (List)







Amount









Total

Add income, add to funds on hand; add expenditures, subtract from funds on hand plus income and give total on hand:









Total

CHAPTER FINANCES
Successful chapter management requires a realistic budget.  Start work on your budget just as soon as activities of your program of work are planned.  The vice president of finance or a finance committee, and the adviser prepare a tentative budget that is presented to the officers.  That group reviews and makes changes they feel are needed.  Finally, the budget is presented to the entire membership for their review to make changes needed and for final approval.
Plan your Chapter Budget - - In Three Easy Steps

Think about expenses.  In addition to major chapter activities such as travel to workshops, fall leadership workshops, and state meetings, consider chapter operating expenses, costs of service projects and recreation.

Think about income.  Chapter dues will give you a start, but most projects and activities require more than dues will cover.  Furthermore, it is usually better to keep dues small and earn additional funds that are needed.  There is great satisfaction in being self-supporting.  Sometimes we lose good members because they cannot pay dues and contribute money for activities.  These same people could be your champion workers on chapter money-raising projects.  Some chapters raise enough money to pay dues for all members, especially where the chapter is regularly a part of the family and consumer sciences class.  

Money making can be structured so members gain skills as they do their share in well-selected and well-planned fundraising activities.  Fund-raising activities can yield high dividends in learning and chapter spirit as well as $$$$; but be sure your project gives your “customers” their money’s worth.

NOTE:  Before identifying fund-raising activities, check with the school administrator(s) to become familiar with guidelines and limitations that govern money-making activities in the school.

Think about the balance of income and expenses.  If they did not balance, you should review your plan to adjust expenses or income.  The ideal “money maker” has all chapter members working together on one BIG project.  If your income comes in one large sum, then you can forget about $$$$ and devote your time and attention to implement the goals of your program of work.
FILING SYSTEM

SUGGESTIONS FOR FCCLA CHAPTERS

ADVISORY BOARD





POWER OF ONE









Planning forms
BUDGET







Resource materials

Financial Records

CONSTITUTION (BYLAWS)




PROGRAM OF WORK




Local







Program ideas

State







Local

National






State









Planning Process
CORRESPONDENCE


Local


State


National

DEGREES






PUBLIC RELATIONS

Junior







National FCCLA Week

Chapter







Bulletin board ideas

State

MEMBERSHIP






RECREATION

Affiliation forms






Thought for the Day

Record of chapter membership by year



Relaxers

Record of honorary members by year



Songs

Record of chapter parents by year



Skits
MINUTES






REGIONAL

Copy of minutes of chapter members



Names and addresses of

Copy of executive council meetings



   regional officers









List of chapter’s regional
NATIONAL







   officers by year

National officer (when you have one)


TEEN TIMES magazine




REFERENCE MATERIALS

The Adviser Newsletter







Emblematic materials catalog and


STATE


    order forms






Chapter calendars

Other publications and materials




Officer candidate forms

National Meeting information




State meeting information

Cluster Meeting information




State officer (when you have 









   one)
OFFICERS and COMMITTEES





Other publications and

Record of chapter officers by year



   materials

Folder on each office with suggestions


   and resources


Committee assignments

RECOGNITION
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FOR EVERYONE

Everyone wants to be recognized when he or she does a good job or does something better than before!!  Recognition is important in developing leadership among all members.

Appropriate and meaningful recognition is different for different people.  Know your members.  Use the types of recognition that will reward them for past and present accomplishments and encourage them to try for further accomplishments in the future.  Include in your Program of Work specific plans for recognizing individual chapter members and others who help with FCCLA (principal, custodian, parents, etc.).  Start with the following list and build from there to meet the needs of the local chapter.



INTRINSIC RECOGNITION




Personal satisfaction for reaching a goal




Love, respect, acceptance by peers, family, or important persons




Compliments, praise, thank you notes, congratulations



EXTRINSIC RECOGNITION




Scholarships




Scholastic honors, good grades, diplomas




Awards, certificates, trophies, medals, plaques, pins




Letters of appreciation




Money




Gifts, prizes, trips, vacations




Special privileges




Banquets, parties, special dinners




Public recognition in media or school, feature “Member of the




    Month” in school or community newspaper




Election to office, winning, gaining a title

ELECTIONS DON’T MAKE A LEADER

Even though you have been elected to a chapter office, you may soon discover that simply being “plunked into a leadership position” doesn’t make you a leader.  It only gives out the obligation to lead.

Experience is the leader’s teacher.  Learning from big successes, and yes, sometimes even big mistakes are the first step to leading yourself.  To lead others wisely and effectively, you must:

· Have a broad knowledge of FCCLA.

· Understand yourself; know your capabilities, strengths, and weaknesses.

· Have faith in people and want to work with them.

· Gain others’ respect by being respectful to them.

(
Take time to give praise to fellow workers.

(
Realize that, as a leader, you must let others share responsibility.

(
Take the risk to set goals and follow through to completion.

(
Be a hard worker, cooperative, fair and impartial.

(
Be sensitive to the individual and recognize individual differences.

(
Take pride in the job you are doing.

(
Be well prepared, creative and use initiative.

(
Show a sense of humor to relieve tension in a serious meeting.

(
Take advice and do your best at all times.

(
Make decisions based on the welfare and consideration of the majority of the 

persons involved and not just on your personal opinions.

(
Support the FCCLA organization and have a sincere desire to serve as a “team member” in accomplishing the purposes of the organization.

Leadership is not over-controlling and dominating a group, but rather it is achieving results through the combined efforts of others.



Nothing learned is worthwhile unless it is shared.



What we know and don’t share will decay,



But what we share will grow and grow.



Put it in action – success depends on you!!
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RESPONSIBILITIES OF ALL CHAPTER OFFICERS

(Be informed about the FCCLA organization (know colors, motto, creed, purposes,    etc.).

(Know the parts in the FCCLA ceremonies.

(Work closely with the adviser on all plans and activities.

(Attend meetings of the executive council and chapter.  Be on time for all meetings.

(Be cooperative and dependable.  Assume responsibilities and carry through.

(Represent the FCCLA organization well and be an example to other chapter members.

(Be familiar with the chapter bylaws and follow these rules in chapter bylaws and in chapter meetings.

(Be familiar with state and national publications.

(Work closely with other officers, committee chairpersons, and members in carrying out the program of work.

(Know and use simple parliamentary procedure.

(Use democratic ways of working with others.  Get along well with others.  Respect their points of view.

(Help interpret FCCLA as an integral part of the family and consumer sciences program.

(Answer correspondence promptly.

(Know the duties specific to your office.  Make a written plan of work for the year.

(Keep a folder with information relative to your office.  Include activities in which you           have participated and provide suggestions for improvement.  Provide a folder for succeeding officers.

(Help the chapter members to evaluate the chapter activities and make plans for improvement.  

(Check frequently with adviser on plans for completion of responsibilities.

(Encourage others to accept responsibility.
DUTIES AND RESPONSIBILITIES OF STATE OFFICERS
ALL STATE OFFICERS

· Assist with membership recruitment and chapter development for the chapters in the region
· Provide peer training and leadership to members 

· Develop written proposals and oral presentations for building FCCLA partnerships with business/industry leading to financial support for the Kentucky Association

· Develop and implement state officer focus related to the duties of the office.  Submit State Officer Focus Report Form (See Executive Council Handbook) at each executive council meeting

· Chair state committees as designated by officer position

· Practice parliamentary procedure, presiding at meetings, public speaking, and written communication

· Attend State Executive Council meetings and preside at assigned sessions

· Attend the National Leadership Conference and complete related duties as assigned

· Work closely with adviser for approval of all written correspondence, oral presentations, and officer project ideas; get final approval from the state adviser

· Keep your State Executive Council notebook up to date with copies of all designated information

· Adhere to all deadline dates for special responsibilities

· Accept the responsibility for selection of the State Executive Council goals and maintain an updated record of progress toward those goals and report at annual leadership conference

PRESIDENT
· Provide leadership to other state officers

· Preside over all business meetings of the Kentucky Association

· Complete the national state president’s reports and, after approval by the state adviser, send to national FCCLA by the designated due date

· Monitor the process for selection of Honorary Membership, Distinguished Service Award, and the School Administrator Recognition Program

· Appoint chairs of all state committees, after consultation with state staff; serve as an ex-officio member of all state committees

· Serve as the official spokesperson for the state association

· Serve on the Advisory Board and on other assigned board committees 
1st VICE-PRESIDENT

· Assume the duties of the president in his/her absence

· Keep a written record of State Executive Council and Kentucky Association meetings

· Send minutes to the state adviser for approval within 10 days of all State Executive Council meetings and to the members of the State Executive Council within 20 days

· Collect all records pertaining to the work of state officers and committees and present these to the state adviser for the permanent records of the Kentucky Association

· Assist with the state recognition process for Power of One and State Degree completers

· Present a report on the activities of the State Executive Council during the annual business session

VICE PRESIDENT OF COMMUNITY SERVICE
· Implement and publicize all state and national programs related to service learning: (Community Service Award, FACTS, Unite to Read and STOP the Violence)

· Manage recognition activities related to those programs 

· Coordinate statewide service-learning projects

· Plan and implement a community service project for leadership camp

VICE PRESIDENT OF FINANCE

· Chair the State Scholarship Committee
· Present the report on the financial status of the association to delegates at the State Leadership Conference
· Assist chapters in fundraisers for scholarships
· Promote and publicize the state scholarships

· Serve on the State Advisory Board
· Help students with setting up and organizing scholarship committee

VICE PRESIDENT OF INDIVIDUAL PROGRAMS
· Implement and publicize the state programs (State Degree) and national programs (Power of One & Japanese Exchange Program)

· Promote and publicize Kentucky’s degree program for Junior, Chapter and State Degrees and manage recognition activities for these programs.

· Manage recognition activities pertaining to state and national programs not assigned to other state officers

· Serve as chair of the state Achievement Committee

VICE PRESIDENT OF MEMBERSHIP
· Promote membership in the Kentucky Association of FCCLA

· Manage recognition activities related to membership: mailings to new chapters, membership awards, master advisers and adviser mentors

· Serve as Kentucky’s representative on the National Membership Network, submitting national FCCLA reports by the designated due dates after approval by the State Adviser
· Present the membership report during the annual business session 
· Serve as chairperson of the membership committee including Honor Roll 
· Manage the Honor Roll recognition session at state leadership conference
VICE PRESIDENT OF PARLIAMENTARY LAW
· Sustain parliamentary procedure throughout all State Executive Council meetings and the State Leadership and Recognition Conference

· Coordinate the process for election and installation of state officers

· Assist in recruiting the members of the State Nominating Committee

· Chair the state Bylaws Committee, & provide training in parliamentary procedure

· Lead the process for casting Kentucky’s votes for national FCCLA officers and for national bylaws 
· Have a working understanding of Roberts Rules of Order
· Update bylaws as necessary

VICE PRESIDENT OF PEER EDUCATION

· Implement and publicize national programs (Student Body, Career Connection, Financial Fitness, Families First)

· Serve as Kentucky’s representative on the national STOP the Violence Network

· Coordinate peer education activities

· Serve as chair of the Programs Committee

· Manage recognition activities related to peer education

VICE PRESIDENT OF PUBLIC RELATIONS
· Contact a television station to feature FCCLA  public service announcements
· Publicize FCCLA  through news releases (such as for state meetings)
· Help manage the website with state adviser’s approval

· Manage recognition of educational partnerships for the association

· Assemble an electronic newsletter for November and February to be placed on the web

· Serve as Kentucky’s National Connection Team member

VICE PRESIDENT OF STAR EVENTS
· Meet with the STAR Events Task Force Committee and complete related assignments

· Assist in the implementation of STAR Events at the state level

· Promote and publicize the STAR Events

· Manage the state recognition activities related to STAR Events during the state and national leadership meeting

DUTIES OF STATE EXECUTIVE COUNCIL ADVISERS
"Give a man a fish and you feed him for a day; teach him how to fish and you feed him for a lifetime."

The adviser to a state officer has an important role in guiding the work of the officers throughout the year.  Because this is a youth-centered organization, advisers must frequently remain in the background while allowing the officer to assume more leadership responsibilities.  Since so many experiences will be new to the officers, advisers have a very special role in helping students to develop and grow as a leader and young adult.   Advisers should provide support, encouragement, and guidance.  The state officer and the adviser work cooperatively together in completing officer tasks and in advancing the mission of Family, Career and Community Leaders of America.

Advisers need to accompany and supervise officers on all official trips for meetings, presentations, or other functions where the officer is representing the Kentucky Association.  When this is not possible, other arrangements need to be made and approved by the state adviser and school district for an adult to accompany the officer.

As a supportive adviser, you have a key role.  The following are tips that may be helpful throughout the year:

COMMUNICATIONS:
· Establish a good relationship and talk about expectations of the officer, your role, state staff, and the state association.

· Be aware of commitments and encourage the officer to be prompt.

· Establish a friendly, supportive role with your officer.

· Realize it is the student's office and you serve as a consultant.
· Work as a check system in making sure the officer keeps everyone informed.

· Encourage, double-check, help out, or take photos and enjoy a special relationship.

· Alert state staff of conditions that may affect the officer's participation, such as problems with grades.

· Read the materials that come to you from the state office, including this handbook.

· Call or e-mail if you have any questions.

· Establish good lines of communication with the state staff.
SUPPORT:
· Help the officer know who to contact at school to prepare for missing classes.  Either make contacts or go with the officer.

· Work with the state staff as needed; discuss the importance of school attendance and the need to accompany students on travels with other students, parents, and administrators.

· Call the officer's parents or guardians to discuss the year ahead and to answer any questions they may have.

· Assist the officer with contacts with teachers, administrators, and counselors to help interpret responsibilities and potential absences from school.

· Assist the officer with planning class schedules at the beginning of the year.

· Assist the officer in balancing responsibilities of the office with other extracurricular activities and classes; keep in mind the school's master calendar.  Remind the officer of commitment to the state organization when conflicts occur.  Caution students not to over extend themselves, thereby endangering their health or grades.

TROUBLE SHOOTING:
· If problems arise, discuss them immediately.

· Stressors common to state officers are:  (1) missing school and keeping teachers happy; (2) changes in social life/keeping friends happy; and (3) maintaining grades and health while fulfilling officer responsibilities.

· Let officer know about problems that are critical.  If discussions with the officer do not bring about a solution, outline the process to be followed in dealing with the issue.

· Ask questions before jumping to conclusions.

MENTORING:
· As a state officer adviser, you are in a unique position which is highly regarded by colleagues across the state.  You will serve as part of the adviser-to-adviser network in Kentucky to recruit and assist new advisers.

· Advisers of state officers should work collaboratively to coordinate and implement in-service programs, workshops, and presentations for teachers.  These activities could be scheduled as a part of state conference or as a separate program in a local school.

SPECIFIC ADVISERS’ ASSIGNMENTS:

· Adviser to the State President shall have the responsibility of:

· Monitoring the State Executive Council activities at the National Leadership Conference.  

· Assisting with state meeting rehearsals, state meetings, all individual officer assignments (voting delegate meetings, national teams, etc.), and any other State Executive Council activity. 

· Serving on the State Advisory Board.

· Adviser to the State Vice President of Parliamentary Law
· Assist Kentucky’s voting delegates during the National Leadership Conference. 
· Assist the adviser to the president in monitoring State Executive Council activities. 
· Assist with business session at conference.
· Adviser to the State 1st Vice President 
· Assist with state leadership banquet. 
· Arrange for special seating of guests.
· Assist with the 1st vice president’s minutes and proofread them before the Executive Council meeting.
· Adviser to the State Vice President of Individual Programs 
· Assist with the recognition session of Power of One and State Degrees.
· Adviser to State Vice President of STAR Events 
· Serve on the STAR Event Task Force.
· Serve as the coordinator of STAR Events. 
· Manage STAR Events activities during the State Leadership Conference.
· Adviser to State Vice President of Peer Education 
· Assist and supervise the “Sew Trendy” project at the State Leadership Conference.
· Adviser to State Vice President of Membership 
· Supervise Honor Roll recognition.
· Assist with banquet. 
· Adviser to State Vice President of Finance 
· Assist with the seating of scholarship recipients at the banquet.
· Prepare students for advisory board presentation.
· Help students with setting up and organizing scholarship committee.
· Adviser to State Vice President of Community Service 
· Assist with all community service activities.
· Assist with the state recognition of the Unite to Read program. 
· Adviser to State Vice President of Public Relations 
· Assist and manage the concurrent sessions, guest speakers. 
· Assist ushers at the state leadership conference.

The Kentucky Association thanks you for your dedication and hard work in helping 

your officer get the most out of this year.   

Source:  National Executive Council Advisers Handbook, FCCLA Inc.

NOTE:  At the chapter level, these duties would be performed by one adviser in a one-teacher department or among several teachers in a multi-teacher department if all teachers are FCCLA advisers.  

These duties can be adapted at the regional level.

LEADERSHIP:  WHAT, WHY, AND HOW?

WHAT IS LEADERSHIP?


Leaders aren’t born; they are developed, almost completely by their own effort.

Leadership isn’t a mystical trait that one individual has and another does have. It is learned behavior that anyone can improve by study and application.  You can be a leader if you have the determination to develop the abilities that make a leader.

WHO DOES A LEADER DO?


Sometimes people confuse leadership with bossing.  There’s a difference:



The boss drives men—




The leader guides them.



The boss depends on authority –




The leader on goodwill.



The boss creates fear –




The leader develops confidence.



The boss assigns tasks –




The leader sets the pace.



The boss says, “I” –




The leader says, “We.”



The boss says, “Go” –




The leader says, “Let’s go.”

HOW DO YOU LEARN TO LEAD?


There are five steps you can take to become a good leader:

1. Study the qualities of recognized good leaders.

2. Study yourself, noting your weak and strong points.

3. Develop yourself as a good follower.  You will learn that he who cannot obey cannot command.

4. Learn as much as you can about groups in general and what “makes them tick.”  Make sure you really understand your group.

5. Follow a definite plan of training and improvement in leadership.

6. Remember, leadership is a function, something you do, not merely a group of 


personality traits.


LEADERSHIP IS……

My definition of leadership is…

I think the three most important leadership skills are:


1.

2.


3.

The type of leader I would like to be is….

List the five most important leaders in your school.  (It could be adults or youth, males

or females.  It could be a thought leader, sports leader, cheerleader, peer leader.  It

could be you):


1.


2.


3.


4.


5.

List people in your school you would most likely choose as a leader in the following situations:

To plan and host a party




____________________________

To host a play-day for children with disabilities

____________________________



To make posters for the membership drive

____________________________

To give a speech to a community group


____________________________

To work on a committee planning a regional meeting
____________________________





Now compare your two lists of people – are the names the same?  Probably not.  Many times people are overlooked as potential leaders.  Also another reason for the different names is that different kinds of jobs call for different leadership skills.  Keep in mind that everyone, yourself included, has skills and strengths to lead in their own personal way.

SELF EVALUATION FOR EFFECTIVE LEADERS

QUALITIES OF LEADERSHIP
What is a leader?  Leadership is the ability in a well adjusted person to work with people, to inspire or influence the actions of others to make decisions or move a group to action.

What are the qualities of leadership?  A good leader must have certain qualities which can be learned by the average person if he/she works on them intelligently.  These qualities are also highly desirable in everyday life.

1. A leader respects the rights and dignity of others.  He/she realizes that every person can make worthy contributions.

2. A leader is willing to accept responsibility and do his/her part through work within a group.

3. A leader is able to work and get along with people in a friendly and peaceful manner.  He/she must be straight forward, agreeable and industrious.  The leader praises where praise is due, and has sensitivity to the basic trends and moods of the group.

4. A leader is able to communicate thoughts and feelings in a clear and understandable manner as well as verbalize the ideas of the group.

5. A leader is well informed on matters which concern the group and arrives at a decision only after he/she has an opportunity to secure and study pertinent information.

6. A leader is confident in self, possesses integrity, and also shows trust for fellow group members.

7. A leader is optimistic and enthusiastic, believes that group action can overcome obstacles, solve problems, and works within the group with zest  and enjoyment.

8. A leader is open-minded; does not claim to have all the answers; seeks the opinions of the group and accepts and supports them if they seem best for the group.  However, he/she is willing to compromise on issues.

9. A leader has strength of conviction; will “take a stand” and be counted, yet can be convinced otherwise if evidence is presented that indicates he/she is in the wrong.
10. A leader will show initiative in getting the group started through sound and careful planning; proceeds with the group discussion with knowledge rather than with reckless abandon.

CHARACTERISTICS OF LEADERS

THE GOOD LEADER……

· Has faith in people and wants to work with them.

· Has poise and confidence, speaks in a clear voice and articulates or pronounces words clearly.
· Carefully pre-plans a program so the meeting moves with dispatch.
· Shows interest and alertness by his/her attitude, mind, body, and countenance.

· Is democratic in dealing with members.

· Is fair and impartial – doesn’t take sides when presiding.

· Is patient, optimistic and gives credit for work done.

· Is sensitive to the individual and recognizes individual differences.

· Acts as a helper, umpire and moderator so that all are encouraged to share in the work of the chapter.

· Show a sense of humor to relieve the tension of a serious meeting.

· Realizes that to serve the chapter as a leader, his/her responsibility is to let others share responsibilities.

· Believes in the organization and has a sincere desire to serve it to the best of his/her abilities.  Wants to be a team member.

A POOR LEADER……
· Takes the job for the “honor” that he/she can get out of it.

· Fails to understand what his/her example means to the other members.

· Lets everything go until the last minute; then just hopes everything will work out.

· Seems bored, is not alert, whispers to other members and appears to be disinterested.

· Dominates, imposes opinions, and forces others to depend upon him/her.

· Shows what side he/she is on before getting the facts into the open.
· Is impatient, sarcastic, pessimistic, critical and takes the work of others for granted.

· Doesn’t notice a loss of interest and fails to watch the group to detect boredom and weariness.
· Cares about the business in general and does not consider individual differences.

· Has no humor in a meeting.  The business is the most important thing, not the people.
· Takes advantage of leadership position to show his/her importance.
CHARACTERISTICS OF A GOOD OFFICER

An officer should:
· Be a good speaker – able to adapt remarks to any situation.

· Have a good personality.

· Have exceptional morals and be honest.

· Have good manners.

· Be reliable and punctual.

· Be a hard worker and cooperative.

· Have a good knowledge of family and consumer sciences education and FCCLA.

· Have poise and be confident of self.

· Be stimulating in everything said and done.

· Be proud to be an FCCLA member and officer.

· Always dress to fit the occasion – personal neatness is a must.

· Be humble, not a “glory grabber.”

· Have a personal code of ethics.

· Conduct self as a good officer first and last.

· Know the proper method of meeting people.

· Be a good conversationalist,.

· Be courteous.  The words “Please” and “Thank you “ pay dividends.  Use them often.

· Be careful of what he/she says and how it is said.

· Know proper methods of correspondence.

· Do your best at all times and make the most effective use of time and money.

· Find out the facts before committing yourself orally or in writing.

ACTIVITIES WHICH PROVIDE LEADERSHIP TRAINING
· Being proficient in the use of parliamentary procedure

· Giving officer and committee reports to your chapter
· Giving talks before groups outside of FCS education

· Learning the opening and closing ceremonies

· Studying the history, mission, and purposes of FCCLA

· Becoming acquainted with the responsibilities of each officer

· Assisting in the developing the chapter program of work

· Participating in other school organizations

· Thinking clearly and acting in good taste
· Getting the facts and analyzing them before drawing conclusions

· Getting into the habit of cleanliness and orderliness

· Establishing reasonable goals

· Taking advice, but doing your own thinking

· Encouraging the other fellow as you go along

· Making friends and keeping them

· Dreaming on what you would like to accomplish

· Being proud of what you do

· Taking pride in being a chapter officer, but earning it
WAYS TO IDENTIFY POTENTIAL LEADERS/OFFICERS

1. They may have original ideas that benefit the chapter or program.
2. They show initiative, and they are willing to ask for advice and guidance.
3. They produce answers as well as questions.
4. They work well under pressure and can get the job done without outside help.
5. They can be trusted to work on a project by themselves and without supervision.
6. They can present an idea in which they believe.
7. They exercise good judgment and are willing to be judged by the results.
8. They realize the importance of cooperation, even when their ideas are not accepted.
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