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4-H Online Event Setup Requirements
Any events in 4-H Oline utilizing the payment feature MUST receive prior approval
from the 4-H Online Data Manager before activating the event.
A pre-event budget worksheet MUST be submitted to the 4-H Online Data Manager prior to activating any events that will be utilizing the payment feature. Click here for link to the MSU OD page where the budget worksheet is posted, as well as other event tools.

When setting up an event in 4-H Online there are several pieces of setup you need to consider.
Is this an overnight event? Day event? Do I need to include any additional Event consents? 
Depending on the type of event you plan to create you can use the table below for reference when creating events.
4-H Policy and Risk Management site including the PPMG and  4-H Risk Management Checklists can be found on Sharepoint.

	REQUIRED 4-H Online Event Setup Forms/Consent/Statements/etc.
NOTE:  Consents denoted by * below are available to select in drop-down when creating 4HO events.              The language provided in consents is the approved language and cannot be altered.
	General activities & workshops
	Day Camps & Events
	Overnight Camps & Events

	* Events 4-H Youth Media Consent 
 (specific to your event only & does not override enrollment consent)
	x
	x
	x

	*Events 4-H Youth Medical Consent
	x
	x
	x

	*Events 4-H Overnight General Housing Consent
	
	
	x

	*Events 4-H Overnight w/Part/Vol ages 18 & up
	
	
	x

	*Michigan 4-H Shooting Sports Parent Permission 
(to be used form camps or events with SS activities)
	x
	x
	x

	4-H Medication Administration Policy & Procedures form 
(If you are administering medication during your event, you MUST include the policy information in a Content Block with a link to the form parents/guardians MUST complete to send along with medications. See the Administering Medication Policy posted on Sharepoint.)  
	As needed
	x
	x

	Anti-Discrimination & Accommodations statements 
These (with contact info) MUST appear together in all registration materials. To help identify which accommodation and anti-discrimination statement to use visit the MSU OD page-Civil Rights-Compliance Resources
	x
	x
	x

	
	
	
	



Here are some BEST PRACTICE examples and questions to consider when creating your event registration in 4-H Online.
These are only examples of what a Host may want to include as part of their event setup.

	4-H Online Event Setup – Best Practices
	General activities & workshops
	Day Camps & Events
	Overnight Camps & Events

	About Camp:  Be sure to include any & all information about your event.  Who-Where-When-Time-Dates-Cost- -deadlines-payment instructions-etc. The best place to add all the pertinent information about your event is in the Questions feature. You can use the “Content Block” to create a large block of information.
	x
	x
	x

	Contact Information:  Who to contact with questions, cancellations, payments, event staff emergency contact information.
	x
	x
	x

	Update Youth Health Form:  Including the Youth Health Form allows parents/guardians a chance to update the health form with any new conditions or concerns.  It also allows you to pull your member health forms directly within the event itself.
	
	x
	x

	Michigan 4-H Medication Administration Policy, Procedures and Authorization Form:  Include the link to the medication policy and form (if appropriate).
	As needed
	X
	X

	Sleeping Arrangements:  You may want to ask for gender identity and any requests for roommates.  Also consider the age of participant on day of event (18-20 yr olds require background checks). 
	
	
	x

	Photo Upload:  If you require a photo of campers you will want to create a custom upload file.
	
	
	x

	Cancellations: You may want to include a statement about your cancellation policy.
	x
	x
	x

	
	
	
	

	Code of Conduct Acknowledgement:  include an acknowledgement statement.
	
	x
	x

	Special Dietary Restrictions:  gives parents/guardians opportunities to list special diet considerations.
	x
	x
	x

	Shirt order size:  include drop-down to select what size a participant needs to order.
	x
	x
	x

	Permission to release child:  who can the child be released other than parent or guardian.
	x
	x
	x

	Any other information to share:  Provides a space for parent/guardian to list any unique concerns or pertinent information about the participant.
	x
	x
	x

	Auto Emails:  Consider formatting an auto reply to participants at time of registration in event setup.
	x
	x
	x

	Payment Information: Include any payment information (due dates, make checks payable to, refunds, available scholarships, etc.)
	x
	x
	x

	Transportation Acknowledgement:  If youth will be transported to a location other than where parents drop youth off consider adding an transportation acknowledgement (field trip during camp).
	x
	x
	x

	Event Schedule:  Consider including an overview of the event’s scheduled activities.
	x
	x
	x



If there are circumstances within your event that are not covered in this document reach out to your Supervising Educator or Dorothy Munn.

Guides and tools to assist you in setting up your 4-H Online events can be found on the MSU OD site under Planning, Evaluation and Reporting.  

To request approval for an event to utilize the 4-H Online payment feature reach out to the 4-H Online Data Manager
 Shelly Krueger at kruege61@msu.edu.


To contact an expert in your area, visit extension.msu.edu/experts or call 888-MSUE4MI (888-678-3464)
Michigan State University Extension programs and materials are open to all without regard to race, color, national origin, gender, gender identity, religion, age, height, weight, disability, political beliefs, sexual orientation, marital status, family status, or veteran status. 1
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