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CHECKSHEET FOR CHAPTER ORGANIZATION


This section provides the specific process that Family and Consumer Sciences (FCS) middle school, high school and Regional Occupation Centers and Programs (ROCP) instructors and students should follow at the local level for establishing a chapter with the state association and national organization.

Preliminary Steps in Chapter Organization

______1.	Contact the FCCLA State Advisor for a packet of affiliation and organization materials (see "Contact Us" link in the drop-down menu below HOME on the FCCLA Web site at: www.ca-fccla.org).

______2.	Increase your knowledge about FCCLA by reading additional materials available on the FCCLA Web site and those sent by the State Office, noting how the ideas will apply to your school or ROCP. 

______3.	Review the records and files in your Family and Consumer Sciences Department to see if FCCLA materials are available. Pay special attention to the chapter’s previous Program of Work, chapter scrapbooks, and activity manuals, if available.

______4.	Contact the FCS State Office for the name of an advisor at a nearby chapter. Set up a visit to discuss your interest in FCCLA with this advisor and get additional information on chapter and region activities. The State Office can also provide information on region and state-level activities including the Competitive Recognition Events (CRE) leadership and career development program.

______5.	Discuss the following points with your school administrator as soon as you feel knowledgeable about the organization:

a.	Organizing and affiliating a chapter;
b.	Purpose of a chapter;
c.	Chapter Program of Work;
d.	Time and place of meetings as well as coordinating meetings and activities with the school calendar;
e.	School regulations for activities, including use of facilities, travel, overnight activities, working with student funds, and cooperating with the student body treasurer;
                     f.	Procedure for filing a chapter constitution and bylaws with student government; and 
                     g.	Visit the FCCLA Web site for information on integrating FCCLA into the classroom.


Introducing FCCLA at Your School

______6.	Introduce FCCLA to students in all Family and Consumer Sciences classes. Any student who has taken or is taking a course in Family and Consumer Sciences is eligible to be a member of FCCLA. One resource for introducing students to FCCLA is the FCCLA Member Handbook. Recruit students using a variety of methods.

Student Meetings

______7.	Have an organizational meeting with students to:

a.	Inform them of the FCCLA organization and local, region, state, and national activities.
b.	Determine a procedure for selecting officers. Elect or appoint officers and assign initial officer duties. Set up a time for Executive Council Meetings and officer training.
                    c.	Establish a chapter Program of Work (see “Sample Program of Work” on the "Organizing a Chapter" page of the FCCLA Web site). Brainstorm to identify issues, projects, and activities the total membership is interested in addressing. Narrow the lists so they address the statewide project topics (known as State Project Goals) and are topics of interest to the members. The State Executive Council selects FCCLA State Project Goals biennially.  Chapters are encouraged to concentrate their efforts toward the State Project Goals so that the California FCCLA organization will have a coordinated impact on making a positive contribution to individual communities and to society. The topics addressed by the State Project Goals are available on the FCCLA Web site.
d. Set the calendar of class meetings and Executive Council Meetings as well as identify dates of the major activities such as Fall and Spring Region Meetings and State Leadership Conference.

Chapter Management 

______8.	Request log in credentials for the "restricted area" of the national FCCLA Web site. Once received, log in to your online FCCLA account to complete and submit affiliation materials to the State FCCLA Financial Services Office.

_____ 9.	After affiliation forms are submitted and processed, you will receive an “FCCLA Chapter Guide” and you can visit the FCCLA Web site to download the current “Competitive Recognition Events Guide” for the chapter. In addition, your chapter will receive a Member Handbook in your leadership packet.	

______10.	Write a constitution and bylaws for your chapter (see “Sample Constitution” and “Sample Chapter Bylaws” on the "Organizing a Chapter" page of the FCCLA Web site).

_____ 11.	Consult the “FCCLA Chapter Guide” and other available resources for ideas on chapter management.

The Role of the Advisor

______12.	Once the chapter is organized and operating, serves as the advisor that provides information and support on how to run meetings and plan activities.
		
______13.	Trains and meets regularly with chapter officers to assist them in leading and managing a successful chapter, including how to conduct meetings and plan activities.

______14.	Provides guidance and leadership training to assist students in learning how to be leaders. Leadership training is needed to assist students in learning how to be leaders. Help structure chapter activities so that all members and officers experience a sense of accomplishment and develop self-esteem, but allow students to fulfill their roles and responsibilities. Don't do the officers' and members' work for them!

______15.	Provides information about chapter, region, and state activities to officers and members in a timely manner.

______16.	Communicates with the administration and parents about the purpose, goals, and activities of FCCLA.

______17.	Integrates FCCLA leadership and career development activities into the Family and Consumer Sciences curriculum.
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