Indiana Extension Homemakers Association

Vanderburgh County

Member Handbook

The purpose of this handbook is to acquaint members with their responsibilities within the
Vanderburgh County Extension Homemakers Association. The handbook serves to clarify the
work and responsibilities of the Executive Council, Executive Committee and committees.
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MISSION STATEMENT

The mission of the Vanderburgh County Extension Homemakers Association is to

strengthen families through continuing education, leadership development and
volunteer community support.

Executive Committee

The Executive Committee shall consist of the elected officers: President, Vice
President, Secretary, Treasurer, Immediate Past President, Director Membership,
Director of Achievement, Director of Public Relations, Director of Educational
Programming and Parliamentarian, the Extension Educator and Presidential Advisor.

1.

The Extension Educator, Parliamentarian and Presidential Advisor serve in an
advisory capacity without voting privileges.

Elected positions shall be for a two-year term.

No officer may serve two consecutive terms in the same role except the
Treasurer. The Treasurer may serve 3 consecutive terms.

Conduct necessary business of the Executive Council between meetings by mail.
Phone, and/or electronic communication and report back to the Executive
Council.

May approve expenditures less than $500 that have not been approved through
the annual budget.

Selects honorary member from nominees submitted

Selects Dreamer and Doer nominees submitted to District Representative
Selects First Timer Award applicant submitted to District Representative

Meets at the call of the President.

0. A quorum shall be a simple majority of those in attendance.

Council

The Council shall consist of the Executive Committee and the President of each
Vanderburgh County Extension Homemaker clubs.

1. Serves as the governing board of the Vanderburgh County Extension
Homemakers Association.

2. Meets a minimum of 5 times per year. (July, September, November, February

and April)

Each elected officer and club president will have one vote.

4. In the absence of its president, a club may send a substitute representative
who will retain all voting rights and responsibilities as the club president.

5. Approves the annual budget.

w
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6. Approves all expenditures $500 or greater that have not been approved
through the annual budget.

7. Elects the county officers.

Approves any changes to the Articles of Incorporations or bylaws.

9. A quorum shall be a simple maijority of those in attendance.

o

County President

1. Schedules and presides at all business meetings of the Council, Executive
Committee and Annual Meeting of Members and serve on the Executive
Committee

2. Attends meetings of and serves as county voting representative to the

Evansuville District

Appoints Parliamentarian and Advisors

Appoints a representative to 4-H Council and 4-H Center Board

Organizes Committees and their Chairs

Identify any ad-hoc committees needed for year

Serve as ad-hoc member of all committees, except Nominating

Coordinates assembly of annual program book

Reviews Scribbles newsletter to ensure that complete and appropriate

information is shared with all members

10.Promotes all association programs at State/District/County levels

11.Attends annual Home and Family Conference

12.Serves as authorized signer on bank account

13. Approves all expenses of and reimbursements of the treasurer.

14.Serves as liaison to Vanderburgh County Extension Program

15.Signs annual service contract with Extension Educator

16. Maintains President’s binder of all activities for year

17.Give book to next president and previous book to historian

18.Ensures all documents and forms are properly filed with the state level of the
organization

19.Submit to the incoming President all information and materials pertinent to the
office at the end of term
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Vice President

1. Attends all business meetings of the Council, Executive Committee and
Annual Meeting of Members and serve on the Executive Committee

2. Attends meetings of and serves as county voting representative to the
Evansuville District
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Attends annual Home and Family Conference

Assist the President and presides in their absence

Serves as chair of the Achievement Banquet Committee

Coordinates Christmas event for Executive Committee

Coordinates Christmas and Administrative Professional Day gifts for

Extension Office Administrative Assistants

8. Coordinate Appreciation Gift for Outgoing President to be presented at the
Achievement Banquet

9. Submit to the incoming Vice President all information and materials pertinent

to the office at the end of term

No v kAW

Secretary

1 Attends and participates in all business meetings of the Council, Executive
Committee and Annual Meeting of Members and serve on the Executive
Committee

2 Keeps complete minutes of the discussions and motions of Council and
Executive Committee meetings

3 Emails minutes Council and Executive Committee members for review in
advance of meeting approval

4 Sends cards/correspondence on behalf of the Council and Executive
Committee

5 Shares correspondences received with the Council and Executive Committee

6 Works with Historian to ensure records are documented and stored for
historical reference

7 Submit to the incoming Secretary all information and materials pertinent to the
office at the end of term

Treasurer

1. Attends and participates in all business meetings of the Council, Executive
Committee and Annual Meeting of Members and serve on the Executive
Committee

2. Serves as authorized signer
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Protect all financial assets and confidentiality of organization data
Prepares annual budget for approval of Council at July meeting
Prepare financial reports for review at each Council and Executive Committee
meeting

Collect all moneys due to the organization and deposit promptly

Pay all bills and obligations promptly

Document all expenditures and deposits for audit

9. Arranges for insurance coverage and Treasurer bond

10. Arranges for audit of financial records

11.Serves as chair of budget and bylaws committee

12.Files tax return in accordance with IRS and Indiana guidelines

13.Files changes to Articles of Incorporations as needed

14.File leadership changes with Secretary of State as needed

15.Updates changes to bylaws as approved by Council

16.Ensures tax id is properly maintained

17.Make annual transfer to scholarship funds

18.Submit personal reimbursements and expenses to president for review
19. Arrange for collection of receipts at all events

20.Present budget at annual meeting of members

21.0Order pins for incoming officers

22.Submit to the incoming Treasurer all information and materials pertinent to the
office at the end of term

o~
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Director of Membership

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee

2. Serve as Chair of the Membership Committee

Serve as Chair of Galentine’s membership recruitment/retention event

Monitor member and club anniversary dates to alert President to request

appropriate certificate from State President.

Coordinate all membership recruitment activities and new member engagement

Prepare welcome packets for new members

Submit articles to Scribbles pertaining to membership activities

Submit to the incoming Director of Membership all information and materials

pertinent to the office at the end of term

il
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Director of Public Relations

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee

2. Serve as Chair of the Public Relations Committee

3. Coordinate the marketing of all Vanderburgh County Extension Homemaker
events and activities

4. Oversee the maintenance of the County website and Facebook page

5. Ensure that the appropriate parties are submitting articles in a timely manner for
publication in the Scribbles newsletter to ensure members are properly informed

6. Submit to the incoming Director of Public Relations all information and materials
pertinent to the office at the end of term

Director of Achievement

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee

2. Serve as Chair of the Achievement Committee responsible for scholarships,

continuing education grants and community service grants

Submit articles to Scribbles pertaining to scholarship and grant activities

4. Submit to the incoming Director of Achievement all information and materials
pertinent to the office at the end of term

w

Director of Educational Programming

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee

2. Schedule and lead meeting of club Vice Presidents in February to select and
“Leisure Arts” lessons for following year

3. Promote Leisure Lessons to members and accept reservations

4. Work with lesson instructors to coordinate the lesson, introduce instructor and
ensure compensation is made

5. Assist the Extension Educator in planning and executing county educational
programs

6. Serve as or appoint a hostess for lessons.

7. Submit to the incoming Director of Educational Programming all information and
materials pertinent to the office at the end of term
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Immediate Past President

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee

2. Serve as Chair of the Nominating Committee

3. Advise President on duties and responsibilities of their office to ensure smooth
transition and continuity of programs

Parliamentarian

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee in an advisory
capacity without voting privileges

2. Advise the presiding officer on points of parliamentary procedures and also give
similar advice to the Council or clubs if requested to do so.

3. Serve as a member of the Constitution Bylaws, Budget, Audit Committee.

Presidential Advisor

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee in an advisory
capacity without voting privileges

2. Act as advisor to the Council and the Executive Committee

3. Serve on the Achievement Awards Committee.

Extension Educator

1. Attends all business meetings of the Council, Executive Committee and Annual
Meeting of Members and serve on the Executive Committee in an advisory
capacity without voting privileges

2. Communicate to the Council the programming that is currently available through
the Purdue Extension program.

3. Sign annual agreement with President clarifying understanding of services
agreed to by both organizations
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Committee Chairs

—

. Attend Council meetings as necessary to keep all clubs and members informed.

2. Include the President on all committee correspondence to ensure they are aware
of activities (they are ad hoc member of all committees except Nominating)

3. Coordinate with the Treasurer for all incoming monies, payments needed and

available budget

Coordinate with Director of Public Relations to ensure marketing of events

Coordinate with Extension Office Administrative staff and/or Public Relations

Committee for creation of flyers/registration forms

6. Coordinate with the Director of Membership to determine how activities can

benefit the promotion of the organization to potential members

Maintain documentation of their committee work

Schedule and preside over committee meetings

Submit articles to Scribbles as appropriate for committee work

o s

© o~

9|Page
July 2026



COMMITTEES

e Achievement Committee
Committee is chaired by the Director of Achievement

This committee is responsible for all of the scholarships, grants and achievement
awards given by the organization. (note: Honorary Member and Dreamers/Doers
are selected by the Executive Committee)

The committee should review all applications and documentation prior to distribution.
Any significant changes to awards should be approved by the Council prior to
implementation.

Awards are presented at the Achievement Banquet

e Achievement Program (Banquet) Committee
Committee is chaired by the county Vice President.

This committee is responsible for planning and organizing the Achievement
Program/ Banquet held in May. The committee is responsible for decorations, seat
assignments, catering entertainment, cultural arts and memorial recognitions. The
committee will work with the President to develop the agenda for the evening as well
as the guest list.

The chairman should work with the Achievement Committee chair to ensure that all
awards have been selected and certificates prepared. The committee is responsible
for inviting a past county president or the current District Representative to install the
incoming Executive Committee and Club Presidents for the new year.

e Constitution, Bylaws, Budget and Audit Committee

Committee members are the county Treasurer and Parliamentarian. They will work
with the county President.

This committee is responsible for preparing a budget for the coming year. It should
be brought to the Council for vote at the April meeting for the fiscal year beginning
July 1. The committee will serve as the primary contacts for the annual audit of the
treasury.

The committee is also responsible for the review and maintenance of the bylaws.
Reviews should be completed at least once each year prior to the April Council
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meeting. Recommended changes must be distributed at least 10 days in advance of
a vote.

e Crafting for the Cure Committee

This committee is responsible for the planning and promotion of this crafting event.
The event is intended to promote the IEHA to potential members within our
community, build leadership skills, share knowledge and skills with others and raise
funds for the Indiana Extension Homemakers Cancer Research Endowment at
Purdue University.

e Fine Arts & Craft Show Committee

This committee is responsible for all aspects of the annual Fine Arts & Crafts Show.
The tasks are divided based upon logistics, food, publicity, parking, registration,
finances, homemaker booth and volunteers. ALL VANDERBURGH COUNTY
members are expected to help with the event as this is how we earn the money to
fund our activities.

e County Fair Coordinator/Committee

This committee is responsible for scheduling building watchers in the Auditorium
during the Vanderburgh County fair. They are also responsible for the setup and
tear down of the Extension Homemaker club display area during fair week.
Committee should work with the Membership and Public Relationship Chairs to
ensure that the setup showcases Homemaker work and appeals to potential
members. Committee should also work with other committee Chairs to ensure that
all marketing materials for events and programs are available for the public.

This committee should work with the Home and Family Arts Department
superintendent to coordinate the homemaker demonstrations given during the fair
and identify any other area where the homemakers could be of assistance.

e Fashion Show committee

This committee is responsible for the planning and implementation of the annual
fashion show.
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The committee will determine the theme, arrange for judges and prizes, promote the
event to the public, reserve and decorate the facility, The committee will prepare
materials for the commentator as well as arrange for the commentator. The chair will
work with the 4-H program to coordinate shared resources.

e i-CAN Committee

This committee is responsible for the development, planning and presentation of i-
can lessons. The intention of the program is to pass on to others the skills that we
have benefited from. To teach others lessons that will improve their quality of life.
The state has identified specific skills to teach including basic sewing,
finances/budgeting, and crockpot cooking. The committee should seek to add new
programs to the rotation each year to increase audience appeal.

This is not intended to be a membership recruitment program.

e Leadership, Health and Safety Committee

This committee promotes opportunities and education concerning Leadership,
Health, Safety and Citizenship. The committee should submit articles to the
SCRIBBLES at least quarterly.

Committee should identify leadership and health/safety programs or events available
within our county and promote them to our members. Materials can come from
outside sources but preference should be given to programs presented by Purdue
Extension.

e Membership Committee
Committee is chaired by the Director of Membership.

This committee will assist in organizing and sponsoring new clubs and recruiting
new individuals throughout the year. The members should plan at least one major
function to attract new membership (currently Galentine’s) and at least one new
member orientation to assist in the assimilation of the new member.

The committee will work with the Public Relations committee to improve marketing
materials and coordinate the promotion of clubs and events.

The Chair should ensure that new members are quickly added to county
communications and invite them to participate in county activities and committees.
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¢ Nominating Committee

The committee chair is the Immediate Past President.

This committee is responsible for building the slate of candidates for the county
officers and other Executive Committee members in accordance with the bylaws.
The committee should consider the succession planning of the organization and
identify candidates for the current Committee as well as future candidates.

Public Relation Committee
Committee is chaired by the Director of Public Relations.

This committee will oversee all public relations of the organization including the
website, SCRIBBLES and Facebook.

Committee should ensure that photos are taken at all events throughout the year to
use as part of social media promotions/updates.

Committee should work closely with Membership committee to develop promotional
materials.

Committee should work with event Chairs to ensure materials are reaching a broad
audience.

The committee will keep the materials fresh and current to ensure market appeal.
The Chair should review all county materials to ensure consistency in messaging.

Telephone Committee

This committee is responsible for the phone chain of the county. Primarily it reminds
council members of upcoming meetings or changes to meetings.

This committee would also assist in contacting clubs in the event of an emergency.
IF SCHOOL IS CANCELED DUE TO WEATHER, ALL HOMEMAKER ACTIVITIES
ARE CANCELED.

Volunteer Community Support Committee

This committee promotes Extension Homemaker involvement with local community
groups that match the mission of the IEHA to strengthen the family.
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They will promote projects from the state, District, county and local clubs to ensure
their success. The committee will also identify new opportunities within the
community where individual clubs or the county can make a difference.

Committee will share information monthly through Scribbles.

¢ Women Walk the World Committee

This committee is responsible for the planning and promotion of the Women Walk
the World event. The event is a program of the ACWW and is held on April 29t each
year. The event is intended to raise awareness of the issues facing rural women
and families throughout the world and the work done by the ACWW.

The committee is responsible for ensuring that the event is conducted in accordance
to all state laws and ACWW guidelines.

e Historian

This committee is responsible for recording and maintaining the activities of the
organization. This would include taking pictures, collecting records and saving
documents.

Committee should request documents from outgoing Chairs and Officers each year
end to ensure that pertinent records are retained.

This committee serves as the resource for inquiries about our activities throughout
the years.

e 4-H Council Representative
Representative is appointed by the County President.

This representative will serve on the advisory board of the 4-H Council. They will
serve as the primary point of contact for communication between the two
organizations to ensure a positive partnership.

Representative should report pertinent information to the Council after each meeting.

The representative will be responsible for the decorations at the 4-H Achievement
Banquet in November and should solicit assistance from other homemakers.
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e 4-H Center Representative
Representative is appointed by the County President

This representative will serve on the advisory board of the 4-H Center. They will
serve as the primary point of contact for communication between the two
organizations to ensure a positive partnership.
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TERMINOLOGY

IEHA: Indiana Extension Homemakers Association

D.R.: District Representative. Each of the ten districts has a D.R. that represents them
on the State Board. Each D.R. is responsible for keeping the counties within their
district informed of State activities and keeping the state informed of the district’s
activities

Focus Groups: Education, Leadership, Public Relations and Volunteer Community
Support. Groups of appointed members working together to plan and provide programs
for state-wide use

Activities Committees: Cultural Arts/Heritage Skills, marketing/Logo, membership,
Silent Auction and Young Homemakers. Groups of appointed members working
together to plan and carry out Home and Family Conference events. Marketing/Logo
members work throughout the year.

Coins for Friendship: International Coins for Friendship is a voluntary contribution that
supports the IEHA International Program helping to create better understanding,
goodwill, and friendship between the people of Indiana and other countries. From this
fund, we make annual donations to: « ACWW General Projects Fund—The WE Fund
(Women Empowered) « The Ruth B. Sayre Scholarship « Associated Country Women of
the World

Contributions are divided allotting 25% to ACWW, 15% to the Exchange Homemaker
program and 60% to general. The fund also pays for: « Dues to ACWW and Country
Women’s Council U.S.A. « Partial expenses of the IEHA President, President Elect, and
Past President to attend the ACWW Triennial Conference * Expense for President and
President Elect to attend CWC Conference * Exchange Homemaker ¢ Partial expense of
an IEHA member serving as a Chairperson of Officer on ACWW, CWC, or National
Volunteer Outreach Network Board

Nickles for Leadership: IEHA leadership development is supported by voluntary
contributions to the Nickels for Indiana Leadership fund. All contributions to this fund
stay within the state of Indiana. Funds are used to pay for many of the excellent
speakers at Home and Family Conference, scholarships for IEHA members to receive i-
LEaD training, funding for i-LEaD programs as needed, District Representative training,
and to send IEHA representatives to the National Volunteer Outreach Network
conference and other out-of-state conferences. Donations from counties and districts
are highly encouraged to continue to allow Indiana Extension Homemakers to
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strengthen leadership abilities in individuals across our state and within our
organization.

i-LEaD: Indiana Leadership Education and Development. A leadership development
program sponsored jointly by Purdue Cooperative Extension Service and IEHA.

HHS: Health and Human Services
Homemakers’ Hub:
NVON - National Volunteer Outreach Program

The National Volunteer Outreach Network, Inc. brings together organizations who are
members of or are willing to:
e work with the Associated Country Women of the World (ACWW)To promote
friendship and understanding in the world

promote sharing between member states

promote well-being of individuals and families

e bring about a better understanding of the relationship of home, community, state,
nation and the world

e speak for and further interests of member organizations engaged in service to
families and communities

e coordinate activities and disseminate information relevant to the Associated Country
Women of the World (ACWW) and Country Women’s Council USA (CWC)

e distribute Land Grant College and University research-based educational
information

Member States: Arkansas, Florida, lllinois, Indiana, Kentucky, Michigan, North
Carolina, South Carolina, West Virginia and Wisconsin

CWC - Country Women’s Council, USA

The Country Women’s Council of the United States of America (CWC) objective is to
unite into a cooperative, working organization, the USA societies affiliated with the
Associated Country Women of the World (ACWW), whose rural and urban members
represent varied races, nationalities and creeds; who believe that communication based
on friendship and understanding will advance peace and progress; and who believe that
the quality of life is improved for all people through the following;:
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The relief of poverty,

The advancement of education and,

* The relief of sickness, and the protection and preservation of health.

Provide a means whereby the member societies of CWC may meet for discussion

and consultation on matters pertaining to ACWW.

e Discuss and correlate recommendations of member societies to ACWW as to its
policies and activities, always considering the international character of ACWW.

e Further these objectives by following the activities as outlined in the ACWW
Constitution.

Each Society is autonomous and may take individual action as it desires.

Member societies: NVON, National Master Farm Homemaker’s Guild Affiliates
ACWW - Associated Country Women of the World

Associated Country Women of the World is composed of women’s organizations from
around the world who live in rural and urban areas. Their aim is to:

* raise the standard of living of rural women and families through education,
training and community development programs. To provide practical support on
communities and help women set up income generating schemes.

* support educational opportunities for women and girls and end gender-based
discrimination.

* Give rural women a voice at International level through its links the United
Nations’ agencies. Working in partnership with members and member societies,
ACWW offers mutual support, friendship and practical help
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