
 

Dear Potential Volunteer, 

 

Let me take this opportunity to thank you for expressing an interest in becoming an Ohio State 

University Extension volunteer.  Each year, thousands of volunteers contribute their time, energy, and 

talents that enable Ohio State University Extension to engage people in educational programs that meet 

their immediate needs. 

 

All individuals who are interested in volunteering with Ohio State University Extension and working 

with a member of a vulnerable population (minors, elderly over age 65, or individuals with disabilities) 

must complete a selection process under the direction of an Extension professional.   

 

To more efficiently and effectively support our service recipients, Ohio State University Extension has 

a policy concerning the selection of individuals who desire to volunteer for the organization in a long-

term and/or higher risk position. While the actual order of implementation may vary from county to 

county, all potential volunteers will:  (1) receive a position description; (2) complete an application and 

return to Extension office; (3) have references collected; (4) complete an interview; (5) submit to a 

criminal history fingerprint record check; (6) agree to and sign the volunteer standards of behavior 

form; and (7) participate in an orientation/training program. 

 

Please know that all information related to the selection process may be updated periodically and will 

be kept in a secured file cabinet.  This information will be kept on file for a minimum of three years 

following the receipt of your materials or the completion of your involvement as an Ohio State 

University Extension volunteer (whichever is longest).  The release of information will follow The 

Ohio State University and Ohio State University Extension operating procedures and will be in 

accordance with Ohio law. 

 

Working with individuals in your community can bring you immense satisfaction as you help them 

grow, learn, develop, and succeed.  Additionally, volunteering provides you an opportunity to gain new 

skills, help others, and meet new friends.  We hope that you recognize the tremendous benefits of 

volunteering and will join us in helping ensure that everyone involved has a positive, educational 

experience. 

 

We appreciate your cooperation and look forward to potentially working with you. 

 

Sincerely yours,  
 

Ashley Hughey 
 

Ashley Hughey 

4-H Extension Educator   



OSU Extension Portage County 4-H Program 

Successfully Completing the 4-H Volunteer Application Process 

1. Obtain a 4-H volunteer application packet from your local OSU Extension Portage County office.

2. Read your 4-H volunteer application packet completely and thoroughly.

3. Complete in its entirety and sign the 4-H Volunteer Application Form.  Be sure to complete both the

front and back sides of the form.  Under the references section, please make sure that you list three references

different from those you plan to send mail reference forms to.  All references provided are to be non-family

members who have knowledge of your skills, abilities, and qualifications.  These references should have

worked with you on projects and activities and/or have direct experience with or knowledge of your

qualifications.

4. Read, review carefully and sign the Volunteer Standards of Behavior and enroll yourself in 4-H Online.

Go to https://4honline.com/ to enroll as a new member.

5. Provide four (4) individuals (one of which MUST be the 4-H Organizational Advisor of the club that

you will be serving in as a volunteer, or the committee President you will be volunteering with) each a copy of

the Reference Form. Ask them to return via mail or email to the Extension office.

6. Return the 4-H Volunteer Application Form and Volunteer Enrollment and Standards of Behavior to the

extension office. Please note that the sooner that ALL application materials are returned to the extension office

the more quickly we can move through the process.

7. All individuals interested in volunteering with the Ohio State University Extension programs MUST

submit to a criminal history fingerprint record check.  4-H volunteer applicants MUST use the code 2151.86

when obtaining a background check, and send it to the Columbus address provided on the receipt form later in

the packet. No background checks will be considered if sent directly to the Portage Office. Complete the form

and return to the Extension Office for a reimbursement. The process may take up to 6 weeks to officially be sent

to Columbus, so please be patient and complete early.

8. Once all materials and the required criminal history check have been returned to the Extension Office

then the applicant can contact the office to set up an interview with the Educator.

9. If the applicant is recommended as suitable to be a 4-H Volunteer, they must then attend a 4-H

Volunteer Orientation Session prior to the enrollment deadline of April 1st.  All volunteers recommended to

become an advisor MUST attend an orientation session to complete the process and be entered in to the local 4-

H database.

Questions?? Please feel free to contact our office at 330-296-6432 or send us an email at 

Hughey.28@osu.edu or Palmer.915@osu.edu   

https://4honline.com/


 

Portage County  4-H  Volunteer  Job  Description 

 

INTRODUCTION: 

 

Your most important responsibilities as a 4-H Volunteer are (1) to guide, teach, and counsel young people, and 

(2) to serve as a positive role model for them.  The language you use and your conduct must be beyond 

reproach. Through your leadership you will help 4-H members learn, develop, cooperate, and understand 

themselves and others.  Members are the most important part of the 4-H program. 

 

We have not attempted to list every duty you will have as a 4-H Volunteer, but understand that your role plays a 

huge part in other people’s lives. There are two types of volunteers; advisors and 4-H committee members. 

 

There are three basic types of advisors in the 4-H program: organizational, activity, and project.  In many clubs 

one person handles all three.  In clubs having more than one advisor, the head advisor guides in dividing the 

following responsibilities between all advisors in the club. 

 

RESPONSIBILITIES: 

 

As a 4-H Volunteer, I agree to: 

 

  1. Be committed to young people and to their growth in all areas, and to be concerned with kids first and 

projects second. 

 

  2. Support the 4-H organization, its goals and philosophies, and be a good role model to 4-H members, both 

morally and emotionally, and not to demean the 4-H program by my actions. 

 

  3. Serve as a link between the Ohio State University Extension Office, 4-H members, and parents. 

 

  4. Provide adult leadership for youth within county and state 4-H guidelines in an educational and recreational 

4-H club setting and have their health, safety, and welfare in mind at all times. 

 

  5. Read 4-H literature sent to you and keep members informed about county activities, judging dates, and all 4-

H requirements. 

 

  6. Participate in one or more advisor training programs each year, and work with the 4-H Educator, 

Extension staff, or Key Leader for additional help. 

 

  7. Recruit new 4-H members.  Inform local people about the 4-H program. 

 

  8. Involve members in making decisions in planning a club program that will include project work, community 

service, social events, and participation in county, district, and state programs. 

 

  9. Be aware of available projects, and help members select realistic ones.  Encourage parents to support their 

child’s project work without doing it for them.  Encourage parent participation – 4-H is a family affair. 

 

10. Provide 4-H members with learning experiences which help them develop standards and values, good moral 

character, and help them grow into productive leaders and good citizens. 

 

11. Develop and use older members as Junior Leaders in your club. 

 



 

12. Seek ways to utilize the skills and ideas of parents. 

 

13. If you have animal projects, see that you or another volunteer represents your club at the appropriate 

program committee meetings. 

 

14. If an advisor, meet with the club at least 10 times per year at a time and place agreed to by all involved. 

 

15. See that your club’s activities are publicized through your club’s news reporter and through the Extension 

Office. 

 

16. Continually evaluate members and let them know if they are doing well and where they need 

improvement.  Praise them when they do a job well.  Provide constructive criticism in a private 

setting, NEVER in front of the total group. 

 

17. Document and inform the Extension Office regarding problems or needs that arise while carrying out your 

duties as a 4-H Volunteer. 

 

18. Plan to spend approximately 50 - 250 hours annually on 4-H work, depending on the specific volunteer role. 

 

QUALIFICATIONS AND ABILITIES NEEDED: 

 

   1. Knowledge and appreciation of the needs of children and young people. 

 

   2. General organizational and leadership skills. 

 

   3. Ability to work effectively with members, parents, other advisors, and Extension Office staff. 

 

   4. An open mind, and a willingness to listen to young people — a willingness to let them make their own 

decisions. 

 

   5. Flexibility and willingness to try new things. 

 

   6. Time, interest, and a commitment to work toward the total development of youth. 

 

THE EXTENSION OFFICE AGREES TO: 

 

   1. Provide helpful, relevant training opportunities that strive to meet the needs of 4-H club members and 

volunteers. 

 

   2. Provide resources applicable to the job including books, pamphlets, audiovisual materials, newsletters, 

and others. 

 

   3. Be available to visit with you and provide support on a one-on-one basis. 

 

   4. Seek and consider ideas from 4-H volunteers to help improve the total 4-H program. 

 

ALL VOLUNTEERS REPORT TO: 

 

The County Extension 4-H Educator who is responsible for the 4-H program and all 4-H Committees for 

Portage County. 

 



 

4-H Volunteer Criminal History Fingerprint Background Check Procedure 

Please take this page with you when you go to have your background check. 

In Portage County, 4-H volunteers should have their background check done at: 

Home Instead 
705 Oakwood St – Suite 107 

Ravenna, OH 44266 
330-995-1255 

9am – 5pm on Monday, Wednesday - Friday. 9am-12pm Tuesday 
 

Please be prepared to pay $40.00 ($70 total if FBI required) 

Cash, check, money order, credit card (Visa, MC, AmEx) accepted. 

 

What You Need to Get Your Ohio 4-H Background Check 

1. A government issued photo ID - such as your driver’s license - with your current address, and showing your 
date of birth. 

2. Your Social Security number - Know your number? No need to bring your SS card. 

3. Use 2151.86 as the reason code you are having the background check. 

4. If you have not lived in Ohio for the past 5 years, you must also have a FBI report. 

5. Background check results must be mailed to: 

Attention: Portage County 4-H 
OSU Office of Human Resources 

1590 N. High St., Ste. 300 
 Columbus, Ohio 43201 

 

(if needed:  614-292-3595 or extvolunteerbgcheck@osu.edu) 

If the agency is not able to get a good scan of your fingerprints, please ask for an inked fingerprint card. You will then 
bring the inked card to the Extension office. 

Note: The fingerprint background check process reveals past criminal convictions. The Ohio Revised Code specifies certain criminal 
convictions as disqualifying events that forbid current and future volunteer involvement with Ohio 4-H and OSU Extension. You can 

view this list at: http://go.osu.edu/DQoffenses. 

If you would like to be reimbursed for the cost of your background check, keep your original receipt and bring it, along with 
this form, to your county OSU Extension office. Complete the form below and be sure your name appears on your receipt. 
We will then submit a reimbursement request for you. The reimbursement check will be mailed from OSU in Columbus; it 
may take eight to ten weeks to process. 

 

OSU Extension 4-H Volunteer Request for Reimbursement 

Volunteer Name (Print first, middle, last): ______________________________________________________________ 

Volunteer Home Address: __________________________________________________________________________ 

         ____________________________________________________________ 

Volunteer Signature: ______________________________________________  Date: __________________________ 

For office use only. Tape receipt to top of this form before scanning. 

Date volunteer reimbursement request received at Extension Office: ________________________________ (month / day / year) 
 

Name & initials of OSU Extension Professional receiving request: __________________________________________ Initials: ________ 
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OHIO STATE UNIVERSITY EXTENSION 
 

 

VOLUNTEER STANDARDS OF BEHAVIOR 
These Standards of Behavior are accepted by volunteers who commit to an Ohio State University Extension (“OSUE” or 
“Extension”) program as a condition of their volunteer status. The Standards of Behavior shall guide volunteer’s behavior during 
their involvement in Extension programs. Just as it is a privilege for Ohio State University to work with individuals who 
volunteer their time and energies to the organization, a volunteer’s involvement with OSUE is a privilege and a responsibility, 
not a right.  

 
OSUE provides quality educational programs accessible to all Ohio citizens. The primary purpose of this Standard of 
Behavior is to ensure the safety and well-being of all Extension program participants (i.e., members, their parents and 
families, professionals, and volunteers). Volunteers are expected to function within the guidelines of OSUE and the 
individual program area (4-H, Agricultural & Natural Resources, Family & Consumer Sciences, and Community 
Development). Extension volunteers shall act with personal integrity. 

 
Ohio State University Extension volunteers will: 
• Uphold volunteerism as an effective way to meet the needs of youth and adults. 
• Uphold each individual’s right to dignity, self-development, and self-direction. 
• Accept supervision and support from professional Extension staff while involved in the program. 
• Accept the responsibility to represent their individual county Extension program and The Ohio State University. 
• Conduct themselves in a courteous and respectful manner, exhibit good sportsmanship, and provide positive role models 

for all youth.  
• Respect, adhere to, and enforce the rules, policies, and guidelines established by their individual county Extension 

program and OSUE.  
• Not engage in abusive behaviors that physically or verbally threaten or harm any Extension program participant, 

including youth. 
• Not engage in any act prohibited by law. 
• Comply with all civil rights laws and policies, including but not limited to OSUE equal opportunity, anti- discrimination 

laws, and program participant policy. 
• Perform duties in a responsible and timely manner as outlined in the position description. 
• Immediately report any threats to the volunteer’s emotional or physical well-being to the county Extension 

professional. 
• Accept the responsibility to promote and support Extension programs in order to develop an effective county, state, and 

national program. 
• Handle animals and operate machinery, vehicles, and other equipment in a responsible manner. 

 
I understand and agree that as a volunteer: 

• In accordance with Ohio State University policy, Self-Disclosure of Criminal Convictions Policy 4.17, I am required to self-
disclose criminal convictions within three business days of the conviction.   

• I will uphold and support the responsible and lawful use of social media. In so doing, I will not create or post social media 
content that is abusive, threatening, defamatory, obscene, harassing, or creates a hostile environment. 

• I will report any child abuse, sexual abuse, or neglect in accordance with university policy 
• I will not intentionally or purposefully place myself in a position alone with a member of a vulnerable population in a one-

on-one situation, including, but not limited to sleeping quarters with participants. 
• I will not, under any circumstances, physically, verbally, or emotionally abuse or fail to provide the basic necessities of 

care, such as food or shelter to participants.  
• I will endeavor to provide a safe and healthy program/camp experience for all participants. 
• My volunteer status is subject to immediate suspension or termination based on any act or omission that Extension 

determines to be contrary to any portion of these standards or otherwise in conflict with the goals of OSUE. 
 
 
I have read, understand, and agree to be bound by the VOLUNTEER STANDARDS OF BEHAVIOR outlined above. 
 

 
______________________________________ ____________ 
Volunteer Signature     Date 

 
   
 
CFAES provides research and related educational programs to clients on a nondiscriminatory basis. For more information: 
http://go.osu.edu/cfaesdiversity.  
 



 

4-H Volunteer Reference Form 

_________________________________ is applying to work with 4-H youth as a volunteer with the Ohio State 

University Extension and has given your name as a reference. 

Individuals in volunteer positions help youth have fun while learning new skills, increasing their abilities to 

work together, managing their own activities, and developing into productive adults. 

The 4-H program seeks your assistance in selecting the most qualified people to serve in volunteer roles and 

will appreciate your prompt completion of this reference form. 

How long and in what capacity or position have you known the applicant?  ____________________________ 

________________________________________________________________________________________ 

Please mark below how you would evaluate the applicant’s qualities, using this scale: 

 Excellent Good Fair Not Known 

Understanding of children     

Communication skills     

Ability to organize     

Respect for others     

Dependable     

Sense of humor     

Sense of fairness     

Enthusiasm     

Flexibility     

Patience     

Initiative     

Resourcefulness     

 

Please share your impression and knowledge of the applicant’s qualifications for the position by using specific 

examples where possible.  (Mark your opinion.) 

1. How would you rate the applicant’s general ability to work in a volunteer role with youth? 

 □Excellent  □Good  □Fair   □Poor 

 Comments: 

 



 

2. What additional skills, abilities and attributes does the applicant have that would be helpful in this role? 

 

3. How much experience does the applicant have working with people who are developmentally disabled, 

from different cultural backgrounds, from different socio-economic backgrounds? 

□ Much experience  □ Some experience  □ Little or no experience 

Comments: 

 

4. How would you describe the applicant’s ability to handle records and/or money? 

□ Very good.  I would trust this person with my organization’s records and money. 

□ Fair.  The person will do ok, but will need some help handling records and money. 

□ Poor.  Handling records and money is a problem for this applicant. 

 

5. How would you describe the applicant’s general outlook/stability? 

□ Consistently positive and reasonable. 

□  Usually positive, but has occasional bad moods. 

□ Moody and hard to predict. 

□  Consistently negative, grumpy, and unreasonable. 

 

6. Would you be willing to place your son or daughter or any other child for whom you are responsible under 

his or her leadership?  □ Yes □ No   Comments: 

 

7. Do you know any reason why this person should NOT be considered for this volunteer position? 

□ Yes □  No  If yes, please explain: 

Print Name:__________________________________________________ 

Signature  ___________________________________________________  Date  ______________________ 

 

Thank you!  I appreciate your assistance in helping The Ohio State University Extension and Ohio 4-H select 

the best qualified people to serve in volunteer roles. 

 

Please return to: 

 

Ohio State University Extension - Portage County 

705 Oakwood St., Suite 103 

Ravenna, OH  44266 

 

          



 

 

4-H Volunteer Reference Form 

_________________________________ is applying to work with 4-H youth as a volunteer with the Ohio State 

University Extension and has given your name as a reference. 

Individuals in volunteer positions help youth have fun while learning new skills, increasing their abilities to 

work together, managing their own activities, and developing into productive adults. 

The 4-H program seeks your assistance in selecting the most qualified people to serve in volunteer roles and 

will appreciate your prompt completion of this reference form. 

How long and in what capacity or position have you known the applicant?  ____________________________ 

________________________________________________________________________________________ 

Please mark below how you would evaluate the applicant’s qualities, using this scale: 

 Excellent Good Fair Not Known 

Understanding of children     

Communication skills     

Ability to organize     

Respect for others     

Dependable     

Sense of humor     

Sense of fairness     

Enthusiasm     

Flexibility     

Patience     

Initiative     

Resourcefulness     

 

Please share your impression and knowledge of the applicant’s qualifications for the position by using specific 

examples where possible.  (Mark your opinion.) 

8. How would you rate the applicant’s general ability to work in a volunteer role with youth? 

 □Excellent  □Good  □Fair   □Poor 

 Comments: 



 

 

9. What additional skills, abilities and attributes does the applicant have that would be helpful in this role? 

 

10. How much experience does the applicant have working with people who are developmentally disabled, 

from different cultural backgrounds, from different socio-economic backgrounds? 

□ Much experience  □ Some experience  □ Little or no experience 

Comments: 

 

11. How would you describe the applicant’s ability to handle records and/or money? 

□ Very good.  I would trust this person with my organization’s records and money. 

□ Fair.  The person will do ok, but will need some help handling records and money. 

□ Poor.  Handling records and money is a problem for this applicant. 

 

12. How would you describe the applicant’s general outlook/stability? 

□ Consistently positive and reasonable. 

□  Usually positive, but has occasional bad moods. 

□ Moody and hard to predict. 

□  Consistently negative, grumpy, and unreasonable. 

 

13. Would you be willing to place your son or daughter or any other child for whom you are responsible under 

his or her leadership?  □ Yes □ No   Comments: 

14. Do you know any reason why this person should NOT be considered for this volunteer position? 

□ Yes □  No  If yes, please explain: 

Print Name:__________________________________________________ 

Signature  ___________________________________________________  Date  ______________________ 

 

Thank you!  I appreciate your assistance in helping The Ohio State University Extension and Ohio 4-H select 

the best qualified people to serve in volunteer roles. 

 

Please return to: 

 

Ohio State University Extension - Portage County 

705 Oakwood St., Suite 103 

Ravenna, OH  44266 

  



4-H Volunteer Reference Form

_________________________________ is applying to work with 4-H youth as a volunteer with the Ohio State 

University Extension and has given your name as a reference. 

Individuals in volunteer positions help youth have fun while learning new skills, increasing their abilities to 

work together, managing their own activities, and developing into productive adults. 

The 4-H program seeks your assistance in selecting the most qualified people to serve in volunteer roles and 

will appreciate your prompt completion of this reference form. 

How long and in what capacity or position have you known the applicant?  ____________________________ 

________________________________________________________________________________________ 

Please mark below how you would evaluate the applicant’s qualities, using this scale: 

Excellent Good Fair Not Known 

Understanding of children 

Communication skills 

Ability to organize 

Respect for others 

Dependable 

Sense of humor 

Sense of fairness 

Enthusiasm 

Flexibility 

Patience 

Initiative 

Resourcefulness 

Please share your impression and knowledge of the applicant’s qualifications for the position by using specific 

examples where possible.  (Mark your opinion.) 

15. How would you rate the applicant’s general ability to work in a volunteer role with youth?

□Excellent □Good □Fair □Poor

Comments: 



 

16. What additional skills, abilities and attributes does the applicant have that would be helpful in this role? 

 

17. How much experience does the applicant have working with people who are developmentally disabled, 

from different cultural backgrounds, from different socio-economic backgrounds? 

□ Much experience  □ Some experience  □ Little or no experience 

Comments: 

 

18. How would you describe the applicant’s ability to handle records and/or money? 

□ Very good.  I would trust this person with my organization’s records and money. 

□ Fair.  The person will do ok, but will need some help handling records and money. 

□ Poor.  Handling records and money is a problem for this applicant. 

 

19. How would you describe the applicant’s general outlook/stability? 

□ Consistently positive and reasonable. 

□  Usually positive, but has occasional bad moods. 

□ Moody and hard to predict. 

□  Consistently negative, grumpy, and unreasonable. 

 

20. Would you be willing to place your son or daughter or any other child for whom you are responsible under 

his or her leadership?  □ Yes □ No   Comments: 

 

 

21. Do you know any reason why this person should NOT be considered for this volunteer position? 

□ Yes □  No  If yes, please explain:  

Print Name:__________________________________________________ 

Signature  ___________________________________________________  Date  ______________________ 

 

Thank you!  I appreciate your assistance in helping The Ohio State University Extension and Ohio 4-H select 

the best qualified people to serve in volunteer roles. 

 

Please return to: 

 

Ohio State University Extension - Portage County 

705 Oakwood St., Suite 103 

Ravenna, OH  44266 



 

4-H Volunteer Reference Form 

_________________________________ is applying to work with 4-H youth as a volunteer with the Ohio State 

University Extension and has given your name as a reference. 

Individuals in volunteer positions help youth have fun while learning new skills, increasing their abilities to 

work together, managing their own activities, and developing into productive adults. 

The 4-H program seeks your assistance in selecting the most qualified people to serve in volunteer roles and 

will appreciate your prompt completion of this reference form. 

How long and in what capacity or position have you known the applicant?  ____________________________ 

________________________________________________________________________________________ 

Please mark below how you would evaluate the applicant’s qualities, using this scale: 

 Excellent Good Fair Not Known 

Understanding of children     

Communication skills     

Ability to organize     

Respect for others     

Dependable     

Sense of humor     

Sense of fairness     

Enthusiasm     

Flexibility     

Patience     

Initiative     

Resourcefulness     

 

Please share your impression and knowledge of the applicant’s qualifications for the position by using specific 

examples where possible.  (Mark your opinion.) 

22. How would you rate the applicant’s general ability to work in a volunteer role with youth? 

 □Excellent  □Good  □Fair   □Poor 

 Comments: 

 



 

23. What additional skills, abilities and attributes does the applicant have that would be helpful in this role? 

 

24. How much experience does the applicant have working with people who are developmentally disabled, 

from different cultural backgrounds, from different socio-economic backgrounds? 

□ Much experience  □ Some experience  □ Little or no experience 

Comments: 

 

25. How would you describe the applicant’s ability to handle records and/or money? 

□ Very good.  I would trust this person with my organization’s records and money. 

□ Fair.  The person will do ok, but will need some help handling records and money. 

□ Poor.  Handling records and money is a problem for this applicant. 

 

26. How would you describe the applicant’s general outlook/stability? 

□ Consistently positive and reasonable. 

□  Usually positive, but has occasional bad moods. 

□ Moody and hard to predict. 

□  Consistently negative, grumpy, and unreasonable. 

 

27. Would you be willing to place your son or daughter or any other child for whom you are responsible under 

his or her leadership?  □ Yes □ No   Comments: 

 

28. Do you know any reason why this person should NOT be considered for this volunteer position? 

□ Yes □  No  If yes, please explain:  

Print Name:__________________________________________________ 

Signature  ___________________________________________________  Date  ______________________ 

 

Thank you!  I appreciate your assistance in helping The Ohio State University Extension and Ohio 4-H select 

the best qualified people to serve in volunteer roles. 

 

Please return to: 

 

Ohio State University Extension - Portage County 

705 Oakwood St., Suite 103 

Ravenna, OH  44266 
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