Club Screening Committees
1. All Record Books, Pin Applications and Other Awards (Key, I Dare You, Achievement, etc.)  need to be approved by the Club Screening Committee. 
Due to changes with 4-H agents the last few years along with club community leaders often changing each year, the club screening committee lost its important role of screening pin applications and project record books before being turned into the Extension Office. The Trips and Awards Committee has been lenient these past few years allowing members to correct many errors/omissions found in their county record books and pin applications. In addition, when the pin applications were updated, we wanted members to have a chance to adapt to the updated application. 
1. When should errors for Pins and Record Books be found?  
The time for a member to find out they have made errors is at the first level of screening, which is at the club level. This is when a member should be able to have time to fix errors on Pin Applications, Record Books, and other awards before they are turned into the Trips and Awards Committee. This was the way this process was designed by 4-H. However, due to the changes mentioned earlier and possibly other factors, the Trips and Awards Committee has had to act as a Screening Committee and as the Awards Committee.  This is not beneficial to the members, parents, or leaders as it does not give the member ample time to make corrections.
1. What is a Club Screening Committee?
· Comprised of Club Leaders along with 2-3 other adults
· Evaluates for signatures, dates, and completion of all necessary aspects as outlined by the rubric, application, or check sheet
· Can and should send corrections back to members - This is a member’s 2nd chance!
· Once turned into the Extension Office, the Trips and Awards Committee will only allow corrections on pin applications on Emerald Pin or below
1. How can Clubs re-start this process?  
Trips and Awards has written the following short handouts to help the club’s screening committee be able learn how to screen the various submissions. The Trips and Awards Committee is also willing to hold workshops to train screening committee members. Training videos for club screening committees will also be uploaded to the McPherson County Extension website under 4-H Youth Development – Organizational Leaders.
1. Why is this Important?  
We need every club’s help so that the members in our county can succeed! Learning to read and complete forms and applications accurately is a critical lifelong skill.

Changes on the Record Book Check Sheets
1. Each project record book needs to be in its own separate 3 ring binder to expedite the judging process. 
2. Each project Record Book requires (in this order): check sheet, personal page, the 9 section project pages, and updated permanent records.   
      Personal pages and permanent pages can be copied in the Extension Office for multiple 
      record books submitted by a member.
3. Permanent Records need to be complete and up to date for the present year.
      Members need to keep their permanent records up to date: disqualification may occur 
 	 without updated permanent records.  Maintaining updated permanent records can assist 
 with filling out the Key Award, 4-H and school scholarships, and resumes.
4. Each Book Needs to be Screened by the 4-Her’s Club Screening Committee.   
At the top of the Record Book Check Sheet, there is a place for two members of the Club Screening Committee to initial that the record book was screened. Make sure all club leader signatures are completed before signing off on the check sheet. 
[bookmark: _Hlk213410361]Changes on Pin Applications and Club Seals 
4. Pin applications and club seal program are recently updated.
  Please be sure to use the newly updated forms on the McPherson County Extension  
  website. 
Changes in Record Book Awards 
          1.  Move from Blue Award System to Gold, Silver, and Bronze Awards.
      The former Blue Award system allowed only the top 10% of record books (based on    
      the number of 4-Hers enrolled in a project) to receive an award.  Under the Gold, 
       Silver, and Bronze system, all record books can receive an award with exceptional 
       record books receiving a Gold Award.
4. Criteria for Champion
The top record book, regardless of Gold, Silver, or Bronze award, will receive the   
County Champion designation.






Screening Committee Tips for Pin Applications 
1. Be sure all signatures and dates are filled out. 
1. Be sure to know which pin the member is applying for and check to see if all required areas are marked. 
 The required areas are a progressive list and sometimes a member can accidently miss a 
 blank between the Bronze section and the pin they are applying for.
1. Be sure if dates, titles, events, descriptions, etc. are asked for; that every blank is filled out thoroughly. 
1. Be sure no specific activity is used more than once. 
Ex: You cannot use Achievement Banquet in the required area and again in the optional area. However, you can use several different fair events even if they occur on the same day (Ex: Dog Show and the Parade of Champions.) 
1. When checking to see if the 4-Her turned in a record book (see Bronze Pin # 2 requirement) be sure it is a complete record book!
   Except for Membership pin applicants, a record book must have a check sheet, personal  
[bookmark: _Hlk219998189]   page, 9 sections of the project forms, and an updated set of permanent records. All 9 
   sections of project forms must be included: some 4-H members may not have activities 
   to list for all 9 sections, however these sections MUST BE INCLUDED even if blank   to constitute a complete record book.  Please review the check sheet!
1. Ensure the member has the required number of optional requirements.
    It is always encouraged for members to exceed the required amount of optional
    requirements, in case an included optional requirement cannot be counted (i.e., used 
    previously, not within the correct time frame, etc.)
1. If an optional requirement has an asterisk beside it, be sure it occurred only in the last three years and that there are no more than five used. 
1. Be sure to either accept the pin application or deny it. 
   If it is denied, contact the 4-H member to give them a chance to correct it before it is 
   sent to the Extension Office for the Trips and Awards evaluation by the date and time 
   outlined by the Extension Office.




Screening Committee Tips for Record Books
1. Be sure each project is in a separate 3 ring notebook. 
2. Check for signatures and dates on all forms. 
a. The Junior Record Book form has an easily missed signature on section 8 at the   
 bottom of page five.
b.   There are signatures needed on the personal page in addition to the project records. 
3. Be sure the 4-Her used the correct forms for their 4-H age and the correct form for animals or general project areas. 
4. The record book must have a check sheet, personal page, 9 sections of the project forms, and an updated set of permanent records. All 9 sections of project forms must be included: some 4-H members may not have activities to list for all sections - this is permissible.  However, these sections still MUST BE INCLUDED to constitute a complete record book.  Please review the check sheet!
5. Look at their financial page.
   Be sure they have expenses and income listed. Even if they did not sell their project, 
   prize money should be listed from the fair as income. 
6. Look at spelling and sentence structure. 
Be willing to offer suggestions to help them. 
7. Encourage older members to write a story or several paragraphs for sections 8. 
   The black box heading provides ideas of what to include in this section.
8. Encourage members to fill out photo pages as much as possible.
   If photo pages are not full, encourage members to reach out to fellow members, club 
   leaders, or volunteers for additional pictures of events or meetings.  Members can look 
   at club or county social media pages for additional images.  For older 4-H members,
   ensure photos are on the correct pages (citizenship or leadership). 
9. Approve or deny their record book. 
   If the record book is denied, provide feedback and return the record book to the 4-H 
   member for corrections.  Return to club screening committee for approval before the 
   Record Book is turned into the Extension Office by the outlined date and time.
10. At what age do you fill out a Senior Record Book?
Members who are 14-18 years old qualify to enter a Senior Record Book.  County record books are judged in October but Regionals are judged in January.  If a member is 14 years old before the January judging of Regional record books then he/she qualifies as a senior member.  

Screening Committee Tips for 4-H Scholarships and Activity Scholarships
1. Encourage members to apply for these. 
1. Check all sections and offer spelling or grammar help.

Screening Committee Tip Sheet for the KEY Award 
1. Encourage members at the age of 12-13 to be looking at the KEY Award requirements. 
1. Check for signatures and dates. 
1. Check 4-H age.
1. Check areas that list, (in the previous three years) to ensure they meet the time requirements.
 Previous three years includes this year.  For example, Key Awards turned in October of  
 2026 can include events from October 1, 2023 - September 30, 2026.
1. When asked to list different projects/events for different years be sure they are not repeated!
1. Help with spelling and grammar if necessary.
1. Make sure the 4-Her answered all areas of a question. 
1. Read all areas carefully. 
1. Make sure you use the correct Key Award form from the McPherson County Extension website. This form has unlimited space to type in.

Screening Committee Tip Sheet for the I Dare You Award
1. Look for deserving members in your club and nominate them or encourage another parent to do so. 
1. Check to see if the nomination includes school, church and civic involvement in addition to their 4-H involvement. 


Screening Committee Tip Sheet for the Achievement Award
1. Select those members who have achieved well in 4-H and are 14 or older. 
1. This award is only given 1 time to a member. 

Screening Committee Tips for Friend of 4-H, Alumni Award, and Family of the Year
1. Help your club write these for deserving people in your club, other clubs or for 4-H in general. 
1. Review forms other individuals submitted.        
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