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Family, Career, Community Leaders of America

Opening Ceremony

President: Give a rap with the gavel signaling members to stand, and say
“We are the Family, Career and Community Leaders of America. Our mission is to
promote personal growth and leadership development through Family and Consumer
Sciences education.”

Officers: “Focusing on the multiple roles of family member, wage earner, and community leader,
members develop skills for life through character development, creative and critical
thinking, interpersonal communication, practical knowledge, and career preparation.”

Members: “As we work toward the accomplishment of our goals, we learn cooperation, take
responsibility, develop leadership, and give service.”

President: “This meeting of the _____(Name of chapter)_____ chapter of FCCLA is in session. You
may be seated.

Closing Ceremony

President Give a rap with the gavel signaling members to stand, and say
“FCCLA members, we are challenged to accept the responsibility of making decisions
that affect our lives today and the world tomorrow. Let us repeat our Creed.”

Members: We are the Family, Career and Community Leaders of America.
We face the future with warm courage and high hope.

For we have the clear consciousness of seeking old and
precious values.

For we are the builders of homes.
Homes for America’s future.
Homes where living will be the expression of everything that is good and fair.
Homes where truth, and love, and security, and faith
Will be realities, not dreams.

We are the Family, Career and Community Leaders of America.
We face the future with warm courage and high hope.

President: “This meeting of the _____ (Name of chapter)_____ chapter of FCCLA  is adjourned.”
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PURPOSES

- To provide opportunities for personal development and preparation for adult life.

- To strengthen the function of the family as a basic unit of society.

- To encourage democracy through cooperative action in the home and community.

- To encourage individual and group involvement in helping achieve global cooperation and harmony.

- To promote greater understanding between youth and adults.

- To provide opportunities for making decisions and for assuming responsibilities.

- To prepare for the multiple roles of men and women in today's society.

- To promote family and consumer sciences and related occupations.

MISSION

The mission of Family, Career and Community Leaders of America is to promote personal growth and

leadership development through family and consumer sciences. Focusing on the multiple roles of family

member, wage earner, and community leader, members develop skills for life through character development,

creative and critical thinking, interpersonal communication, practical knowledge, and career preparation.

FCCLA MOTTO

The motto, "Toward New Horizons," is a challenge to all members, officers, and advisers. It reminds us that our

contributions to home life today will influence the kinds of homes we have tomorrow; and that the family life

we have will influence the community and the world.

EMBLEM

The emblem of the Family, Career and Community Leaders of America shows that FCCLA is a dynamic, active

organization bound for the future. The dominant collegiate lettering articulates a focus on education and

student leadership. The logo is red, the color of the rose, as a sign of strength. The swooping arrow arch is a

common motif in today’s designs and definitely embodies an active organization that moves toward new

arenas.
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STATE OFFICER CHARACTERISTICS

- Set a good example for other officers and members to follow. When you're out in a group mix and mingle –
don't attach yourself to one person. Exhibit qualities of a team player/member when working with local
chapters, state staff, advisers, and executive council members. Officers are expected to work harmoniously
and respect the opinions, ideas, and decisions of others. The key tools needed to be a successful team
player are a positive attitude, flexibility, and the willingness to be supportive of another's ideas.

- As a State Executive Council member, you have many responsibilities. These responsibilities take priority
over other school and community activities. In order to honor these priorities, sacrifices sometimes have to
be made, so be prepared to manage them positively.

- Do your best at all times. Make the most effective use of your time.

- Keep all appointments. Plan to arrive ahead of schedule.

- Learn all you can about FCCLA on the national, state, and local levels.

- Start all meetings on time – urge all members to be prompt.

- Set definite deadlines for projects. Help everyone see the value of having projects completed by the
assigned time. For yourself, get things done ahead of time and be certain you meet the deadlines that are
set. Don't forget to budget time for yourself!

- Make sure any personal Web pages (Facebook, blogs, Twitter, etc.) are a positive reflection of your role as
an FCCLA youth leader. Continually monitor your site/s to remove inappropriate comments, photos, or
links.

DUTIES AND RESPONSIBILITIES OF STATE OFFICERS
General, For All Officers
- Assist with membership recruitment and chapter development for area chapters

- Provide peer training and give leadership to chapters and members

- Give a presentation about FCCLA to a local organization, civic group, or the school board

- Prepare a monthly report on activities and accomplishments and send to the state adviser/s by the 5th of

the month, August through March

- Practice parliamentary procedure, presiding at meetings, public speaking, and written communication

- Attend State Executive Council meetings and preside over assigned sessions

- Attend the National Leadership Conference and complete related duties as assigned

- Work closely with adviser for approval of all written correspondence, oral presentations, and officer project

ideas; get final approval from the state adviser/s

- Keep your SEC binder and digital folders up-to-date with copies of all designated information

- Adhere to all deadline dates for responsibilities

- Maintain all personal social media sites and pages to reflect that of a youth leader in FCCLA with no

profanity, sexually suggestive or derogatory comments. This includes, but is not limited to, links, photos,

chat rooms, screen names, comments, and blogs.
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Officer Roles and Responsibilities
This list is subject to change. Leadership roles indicate primary duties of each officer. However, individuals will
be active with many other responsibilities as the team works towards overall team goals including coordination
of events.

Office Description Leadership Role State Leadership
Conference Roles

President
Attend Board of
Director
Meetings

The President shall preside over all business
meetings of the state association and of the State
Executive Council, appoint State Executive
Council committees in consultation with the
State Director and serve as an ex-officio member
of the committees.  The President will serve as an
ex-officio member of the Board of Directors and
attend all board meetings.  They will also lead the
Programming Committee.

Attend Board of Directors Meetings &
serve on Programming Committee
Prepare agenda and run meetings
Support team members and help to
ensure team goals/deadlines are being
met.

Co-coordinator,
opening session
Give a report during
the business meeting

1st Vice
President

The 1st Vice President shall assume responsibility
in the absence of the president, keep the minutes
of all state meetings and meetings of the State
Executive Council.

Serve on the BOD awards committee
Communicate National FCCLA Programing
to Officers & Chapters
Take meeting minutes and distribute

Co-coordinate 2nd

general session

VP of Finance
Attend Board of
Director
Meetings

The Vice-President of Finance shall provide
leadership by serving as an ex-officio member of
the State Board of Directors and the Finance
Committee.  They will attend all Board of
Directors meetings.

Attend Board of Directors Meetings &
serve on finance committee
Give the financial report at SEC meetings

Co-coordinator,
opening session
Coordinate
installation ceremony

VP of
Parliamentary
Law

The Vice-President of Parliamentary Law shall
provide leadership in assuring the business
sessions for the state association and the
meetings of the State Executive Council are
conducted in accordance with acceptable
parliamentary law.

Educate chapter officers and SEC on
Parliamentary Law
Primary contact for new district officers

Coordinate incoming
district officer
meeting
Primary contact for
incoming officers

VP of Public
Relations

The Vice-President of Public Relations shall
provide leadership in planning and implementing
the organization’s public relations programs.

Assist with the Back to School mailing to
chapter advisers
Coordinate the Talk of the State
newsletter articles
Guide Leadership Rally and SLC
promotion

Help to identify
Leadership
Workshops
Promote member
awards

VP of
Competitive
Events

The Vice-President of Competitive Events shall
provide leadership in planning and implementing
the organizations Competitive Events.

Assist with the development/updating of
competitive events
Educate chapters about competitive
event opportunities

Welcome Evaluators
Attend Lead/Assistant
Meeting
Co-coordinate
competitive events
session

VP of
Community
Outreach

The Vice-President of Community Outreach shall
provide leadership in planning and implementing
the organization’s community outreach and
service programs.

Collect State Outreach Project chapter
reports
Educate chapters about the State
Outreach Project

Help to recognize
State Outreach Award
Winners
Create outreach
project presentation
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VP of Programs The Vice-President of Programs shall provide
leadership in planning and promoting the
organization’s individual recognition and peer
education programs.

Lead workshop creation for the National
Program of the year
Serve as the liaison for chapter officers

Lead creation of a
workshop for
chapters/Leader Rally.

Co-Coordinate 2nd

general session

VP of
Membership

The Vice-President of Membership shall provide
leadership in planning and implementing
programs for membership promotion and
development.

Assist with tracking chapter/member
affiliation
Educate members about
awards/scholarships & other
opportunities
Support chapters in recruiting and
retaining members

Lead creation of a
workshop for
chapters/Leader Rally.

VP of
Development

The Vice-President of Development shall provide
leadership in seeking and continuing
sponsorships for the organization’s programs and
events.

Promote FCCLA Week (in February)
Educate chapters about tracking service
hours
Develop special programming, including
contests

Thank partners and
promote the College
& Career Readiness
Fair

2nd Vice
President

The 2nd Vice President shall provide leadership
and assistance to the State Executive Council as
needed.

Provide overall leadership to SEC and
chapters

Lead Incoming Officer
Training

STATE OFFICER EXPECTATIONS
Officer Pledge and Code of Conduct
As part of the state officer candidate process, a copy of the FCCLA Member Code of Conduct, State Officer
Pledge, and State Officer Commitment Forms sent to state officers and their advisers prior to the State
Leadership Conference. This is to emphasize the importance of state officers maintaining an image that is a
positive example for our members. The pledge is signed by the officer, a parent or guardian, and the adviser to
indicate all understand the standards of behavior and appearance expected of a state officer. The discipline
process, approved by the Montana FCCLA Board of Directors, is included within this handbook. A copy of all
documents can be found in the Miscellaneous Forms section of this handbook.

Performance and Leadership Award
The Rubric for State Officer Performance and Leadership Award will be used by Montana FCCLA State Executive
Council Members, SEC Advisers, and the State Leadership Team to evaluate the officer’s performance of
general responsibilities and those unique to the specific office. Scores will be used to determine the monetary
amount of the State Officer Leadership Award, up to $475. The earned leadership award will be given to the
state officer’s chapter at the close of the state officer’s term. The complete rubric can be found in the
Miscellaneous Forms section of this handbook. Additional policies regarding officer performance can be found
in the Disciplinary Process section of this handbook.

Officer Reports and Correspondence
Monthly progress reports are expected of each officer and are due by the 5th of each month. The report
should be completed and submitted through Montana FCCLA’s website.  A copy of Monthly Report Form is
provided in the Miscellaneous Forms section of this handbook.

Montana FCCLA utilizes G-Suite products for all email correspondence and file storage. Every state officer will
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be required to use their Gmail account to access emails and documents. It is recommended that officers check
their email at least twice per week. When communicating with officers, the State Leadership Team will always
copy the officer’s adviser on the email. Below are additional guidelines for email communication:

- When emailing anyone on the State Leadership Team, CC your Adviser

- When emailing your district chapters, CC the State Director, State Officer Coordinator, and your Adviser

Additionally, Montana FCCLA asks that all officers and advisers download the app “GroupMe” to receive brief
reminders and messages from the State Leadership Team.

All correspondence, presentations, and scripts must receive prior approval, first from your adviser and then
from the State Leadership Team.

Social Media
Throughout their term, state officers may be provided administrative access to certain association accounts
(social media accounts, etc.). These passwords must remain confidential, and are not to be shared or
distributed to fellow officers, advisors, parents, members, etc.

Only Montana FCCLA staff are authorized to represent the Montana FCCLA State Association in online and print
conversations. Montana FCCLA members, including elected officers, advisers, and staff that choose to
participate in a conversation where Montana FCCLA is mentioned or implied will need to keep the following
guidelines in mind, accurately identify yourself and your role within the organization, and the fact that the
things you post are your own individual opinion. If you create or contribute to blogs, wikis, social networks,
virtual worlds, or any other kind of Social Media where Montana FCCLA is mentioned or implied, here are
some guiding principles for you to keep in mind and follow:

Think Before Posting. No use of social media publication may include confidential Montana FCCLA
material, employment documents, or information that may deem detrimental to our members,
advisers, partners, employees, or stakeholders.

Identify Yourself. When posting content related to Montana FCCLA or its members you must identify
yourself with the proper title and identify that it is your personal/individual opinion. Any specific
comments related to a statement from the Montana FCCLA State Association must be made through
the State Leadership Team.

Remember Your Work Responsibilities. Do not let social media interfere with your ability to work
with the student body or serve the organization.

Don’t Mislead Others. Never represent yourself or the Montana FCCLA State Association in a
misleading manner. You are solely responsible for the content you post or interact with online. Tell
the truth, and don’t reference fellow members, advisers, or others without their expressed
permission.

Legal Matters. Never comment on anything related to legal matters.

General Conference and Meeting Expectations
- Know the schedule. Take time to know every detail of your schedule, and most important – be on time!

- Be sincere. Your sincerity will help make people feel comfortable and appreciated.

- Speak and act with honesty. If you always speak with integrity and believe in your own words and actions,
others
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- will pick up on this and mimic it, fostering an atmosphere of trust.

- Be aware of body language. Your body language sends a strong message to others, so be aware your
posture and gestures.

- Make time for the members. A conversation that is simply small talk to you can mean a lot to someone
else who is shy or feels their opinion isn’t taken into consideration.

- Listen to others. Always listen to what people are saying to you, not just their words. Make it a point to
look into their eyes, listen to their words and tone of voice, and watch their body language.

- Be helpful. Your role at a conference is to help the host chapter or association in any way possible. Offer
your help frequently and accept all tasks with humility.

- Say please and thank you. Having excellent manners will go a long way to help boost your influence with
members, advisors and professionals.

- Be enthusiastic. State officers should always strive to be the most enthusiastic person in the room. You
have a passion for FCCLA, show it!

DISCIPLINARY PROCESS
Tracking Progress
The State Officer Performance and Leadership Award rubric will be used to track each officer’s engagement
and completion of tasks. The rubric is stored on Google Drive and will be reviewed with the officer, State
Officer Coordinator and/or the State Director at each SEC meeting. Scores will be updated on each officer’s
rubric within 10 business days of the conclusion of a conference call or meeting. The rubric will be completed
at the State Leadership Conference or at the end of the officer’s term, whichever is first. Officers are expected
to maintain an 80% average score on the designated rubric to maintain a status of “Good Standing” with the
SEC team and be eligible to earn the State Officer Performance and Leadership Award, or they will face the
disciplinary process outlined below.

When an Officer Doesn’t Fulfill Their Commitment
1. An officer that has fallen below an average score of 80% on the State Officer Performance and

Leadership Award Rubric, or who has committed another violation of their agreement as a state officer,
will be notified immediately that the officer is considered to be on probation and disciplinary process
has begun, and then in written form via certified mail within 10 business days following the verbal
notification. This information will also be sent to the officer’s parent/guardian, local adviser and
administrator.

2. Upon review of the officer’s actions, Montana FCCLA may take any of the following actions:
a. send letter of reprimand to officer and place letter in officer’s file
b. place officer on an extended period of probation
c. place officer on suspension
d. remove officer from office

3. The state officer, local adviser, principal, parent/guardian shall be notified via certified mail within 10
business days of the decision.

4. Officers that are removed from office will not be eligible for the State Officer Performance and
Leadership Award.
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DRESS CODE FOR STATE OFFICERS
Officer Uniform and Dress Code
The Montana FCCLA Dress Code applies to state officers during participation in any FCCLA activity or meeting.
It is provided on the following page. Because state officers are expected to set a positive example for other
members, you are held to a higher standard. In addition to the guidelines found in the code, please note the
following:

- When representing FCCLA wear the official uniform, unless otherwise requested or approved by state staff.
There will be no smoking when in uniform or at any FCCLA function.

- The only pins worn on the uniform are the officer pin and the name badge. Other pins (i.e. Power of One)
should be worn on the chapter uniform or other garment. The officer pin should be worn over the heart
with the guard to the left and slightly below the emblem.

- Do not wear individual pieces of your official uniform for non-FCCLA related activities, as you will want to
keep these items in good condition.

- Any items loaned to the officer are expected to be returned to the State Association at the end of the
officer’s term.

Failure to follow the Montana FCCLA Dress Code and the standards above may result in the officer being
prohibited from participating in the FCCLA meeting/activity or sent to change clothing.

MONTANA FCCLA DRESS CODE
One of the eight purposes of FCCLA is as follows: “To prepare for the multiple roles of men and women in
today’s society.” Therefore, an important part of the educational experiences provided by FCCLA includes
developing an understanding of appropriate behavior and dress for business meetings and functions.

STATE LEADERSHIP CONFERENCE
General Sessions

- FCCLA red blazer
- Red, black, or white polo or professional white shirt (may include FCCLA logo)
- Black or khaki bottoms (slacks, skirt, sheath dress)
- Dress shoes
- Chapter polo’s in the school colors may be worn if they have a collar and the FCCLA emblem

STAR Events
- Follow STAR event specifications and wear appropriate clothes for the nature of the presentation

(includes professional attire)

Advisers/ Chaperones/ Guests
- Business professional
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DISTRICT MEETINGS
State Leadership Conference approved attire, OR:

- Collared shirts
- Slacks or khakis
- Skirt with blouse
- Dress shoes
- Neck tie and sport coat

ALL ATTENDEES
Jeans or denim of any color, t-shirts, athletic wear, hats/caps, or flips flops are not acceptable at any Montana
FCCLA event, unless otherwise communicated.

DRESS CODE FOR NATIONAL FCCLA MEETINGS AND EVENTS
National FCCLA has instituted a dress code for all nationally sponsored meetings and events. This code is found
on the national website (www.fcclainc.org). When participating in national activities, Montana state officers
will be expected to follow the national dress code. For most national activities, Montana officers will be in
uniform. A uniform schedule for each day will be prepared by state staff or the state president and distributed
to the SEC in advance of the meeting or activity.

PUBLIC SPEAKING TIPS
Keep It Real. The best presentations give a feeling of spontaneity, even if they are highly scripted. The
more natural you are, the more comfortable you will be on stage, and the more receptive your audience
will be hearing what you have to say.
Tell the Story Your Way. You may be tempted to emulate speakers you admire or even peers on your team.
If you do that, your message could end up feeling forced. Instead, map out the structure that seems most
natural and tailored to your personal speaking style.
Work the Crowd. Before your presentation, if there's an opportunity, try to network with conference
attendees. The small talk will give you a better sense of your audience. Even better, you’ll see more friendly
and supportive faces in the crowd when you take the stage.
Psych Yourself Up, Not Out. Public speaking is one big mind game. Try not to stand backstage thinking
about what could go wrong. Think more like an athlete before a big game. Psych yourself up with positive
affirmations. You’ll feel those thoughts enter your body and boost your confidence.
Practice, Then Practice Again. The best way to calm your nerves and ensure that you're ready to deliver
your message is thorough practice. This means reading through your scripts, practicing your speaking parts
in front of the mirror and rehearsing at least twice on stage with your full officer team. Be sure to come
fully prepared for your moment and treat it with the respect it deserves. You will look your best on stage!
Be Okay with the Unexpected. You may forget a word, someone may drop something backstage, or there
might be a technical difficulty. Take a moment, breathe deeply and just roll with it. The audience will follow
your lead. Sometimes there are roadblocks to the finish line, but what’s important is that you reach the
destination of conveying your message.
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MAKING OFFICIAL OFFICER VISITS
When you visit a conference, meeting, or chapter:
- Find out as much as possible about the chapter or group before your visit.

- Get acquainted with as many members as possible.

- Give encouragement to members and advisers.

- Recognize the good things the group is doing.

- If it seems advisable, tell them a few of the good things other groups are doing.

- Be of whatever help possible to members and officers.

DUTIES OF STATE EXECUTIVE COUNCIL ADVISERS

The adviser to a state officer plays an important role in guiding the work of your officer throughout the year.
Because this is a youth-centered organization, advisers must frequently remain in the background while
allowing the officer to assume more leadership responsibilities. Since so many experiences will be new to our
officers, you have a very special role to play – letting go of your student so he/she will develop and grow as a
leader and young adult, while still being there to provide support, encouragement, and guidance. The state
officer and the adviser work cooperatively together in completing officer tasks and in advancing the mission of
Family, Career and Community Leaders of America.

Advisers need to accompany and supervise officers on all official trips for meetings, presentations, or other
functions where the officer is representing Montana FCCLA. Where this is not possible, other arrangements
need to be made and approved by the state adviser(s) for an adult to accompany the officer.

As a supportive adviser, you play a key role. Following are some thoughts about how you can help throughout
the year:

COMMUNICATIONS:
- Establish a good relationship and talk about expectations of the officer, your role, state staff, and the state

association.

- Be aware of commitments and encourage the officer to be prompt.

- Establish a friendly, supportive role with your officer.

- Realize it is the student's office and you serve in a consultant capacity.

- Work as a check system in making sure the officer keeps everyone informed.

- Encourage, double-check, help out, or take photos and enjoy a special relationship.

- Monitor the officer’s social networking sites to make sure no inappropriate language, photos, comments,

or links are posted.

SUPPORT:
- Help the officer know who to contact at school to prepare for missing classes. Either make contacts

yourself or go along with the officer.

- Working with the state staff as needed, discuss the importance of school, accompanied travel, and

absences with student, parents, and administrators.
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- Call the officer's parents or guardians to discuss the year ahead and to answer any questions they may

have.

- Assist the officer with contacts with teachers, administrators, and counselors to help interpret

responsibilities and potential absences from school.

- Assist the officer with planning class schedules at the beginning of the year.

- Assist the officer in balancing responsibilities of the office with other extracurricular activities and classes;

keep in mind the school's master calendar. Remind officer of commitment to Montana FCCLA when

conflicts occur. Caution students not to overextend themselves thereby endangering their health or

grades

KEEP IN TOUCH WITH STATE STAFF:

- Alert state staff to any conditions that may affect the officer's participation, such as problems with grades.

- Read the materials that come to you from the state office, including this handbook.

- Call or email if you have any questions.

- Maintain lines of communication with the state staff.

TROUBLESHOOTING:
- If problems arise, discuss them immediately.

- Stressors common to state officers are: (1) missing school and keeping teachers happy; (2) changes in

social life/keeping friends happy; and (3) maintaining grades and health while fulfilling officer

responsibilities.

- Let the officer know about problems that are critical and if your discussions with the officer do not bring

about a solution, outline the process to be followed in dealing with the issue.

- Ask questions before jumping to conclusions.

SPECIFIC ADVISER ASSIGNMENTS:
- During the National Leadership Conference, or at other times if the need arises, SEC advisers may be

asked to assume special responsibilities to assist the state staff in coordinating activities. These requests
will be made in advance with consideration toward other responsibilities the adviser may have.

Montana FCCLA is grateful for your dedication and hard work in helping your state officer get the most out of
this year!
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OFFICER/ADVISER EXPENSES AND REIMBURSEMENT

The state officer and their adviser will be expected to attend specific meetings, outlined below. Travel
expenses will be reimbursed for activities requested or approved by the state director. Lodging and most meals
for SEC meetings, Leadership Rally, and State Leadership Conference will be on a master account paid by the
state association.

MEALS
Any meals consumed while traveling to a Montana FCCLA event will be reimbursed according the rates set by
the State of Montana. In 2021-2022, the meal reimbursement rates are: $7.50 for breakfast, $8.50 for lunch
and $14.50 for dinner. Meals consumed while traveling from a Montana FCCLA event do not qualify for
reimbursement.

MILEAGE
Mileage driven to SEC meeting may be reimbursable. Drivers can be reimbursed for their total mileage up to
half of the Montana state rate. In 2020, the mileage reimbursement rate is 56 cents per mile. Advisers or
parents must always drive officer(s) to any Montana FCCLA event. State officers are not allowed to drive due to
liability involved for schools and families. Advisers are responsible for getting students to a carpool location or
provide transportation to the meeting.

SUBMITTING REIMBURSEMENT INFORMATION
To receive reimbursements for mileage or meals, advisers (or accompanying adult) must complete an Expense
Form, found in the Miscellaneous Forms section of this handbook. A receipt is required for all meals.
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WHAT TO DO WHEN YOUR YEAR AS A STATE OFFICER IS OVER

Your year as a state officer, with all its involvement and activities, will quickly come to an end. You have
planned and carried out a state conference and other important projects that gave many students and adults
important leadership experiences, and memories to last forever. After the conference with all its excitement
and activity, you'll realize your term is complete! There are new state officers now and they are about to enjoy
some of the same experiences you have just had.

Make sure you have completed all responsibilities assigned as part of your year as an officer. There may be a
need for follow-up emails and reports, or final visits to area chapters. Be sure you have left your electronic
media and state officer notebook in good order. Copies of your letters, presentations, reports, and other
written work will save the new officer time and be excellent resources in carrying out his/her responsibilities.
Complete the State Officer Tips & Tricks form and review it with the new officer during the State Leadership
Conference. So, what now?

You might be feeling sad that your term has ended. It's normal to feel this way! There will be some
adjustments to make and a good thing to do is stay involved. Your leadership skills will remain valuable to
FCCLA, but you need to let the organization know you're interested. You are also a good resource for chapters
across the state. If you wish to continue active involvement, whether still in high school or not, let the State
Leadership Team or your adviser know where you will be and the activities in which you wish to be involved.
Make your interest known to community and school groups, as well.

When it's over, it will have been quite a year! You will have accomplished many things, had fun and exciting
memories, and faced many challenges! Take these things with you because they will be helpful in the many
new and exciting experiences that lie ahead. Your future possibilities are limitless and the doors of opportunity
are just waiting for you to knock!

Within the organization you will serve as a valuable resource as an Alumni & Associates member and recruiter.
Dedicated support through the years has helped FCCLA become the strong organization it is now. You have the
opportunity to provide some support and maybe give back to FCCLA some of what it gave you. If you are
interested in being actively involved in the A&A organization, consider joining on the National FCCLA website.

Your term as a state officer will be over, however, you will have many opportunities to influence your
environment, serve your community, and be a great leader!
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Miscellaneous Forms

Forms are also found in the Google Drive folder
provided for the State Executive Council.
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MONTANA FCCLA MEMBER CODE OF CONDUCT

1. Behavior at all times should reflect a positive, professional image of you, your school, the state of Montana and the FCCLA
organization.  Students are representatives of their school district.  As such, they must comply with the Board of Trustees policies
regarding student conduct.

2. Students will follow the approved Montana FCCLA Dress Code available on the Montana FCCLA website.  Only students

appropriately dressed will be allowed to participate. Students will wear their identification badge at all times.

3. Students shall attend, be on time and act in a professional manner at all general sessions, workshops and related activities in

conjunction with the event for which they are registered.

4. Any accidents, injuries or illnesses should be reported to the adult chaperone/adviser and state director immediately.  A copy of

this signed Code of Conduct and a medical release form will be retained by the school and one will be brought to the conference

by the adviser/school representative.

5. All students will observe the curfew issued and be quiet in their assigned rooms.  Unnecessary noise at any hour shall be avoided in

respect to other guests. Hotel regulations must be observed; this includes pool conduct, hours, etc.

6. Students will keep their adviser/adult chaperones informed of their activities and whereabouts at all times.  The student shall

spend the night or nights at the assigned hotel in his/her assigned room.  Delegates are to remain on the conference premises

unless permission to leave has been granted by the local adviser/adult chaperone, and the student is in the company of an adult

upon departure.

7. Students must refrain from the use or possession of illegal drugs, tobacco or alcohol in any form.  Possession is defined as having in

one’s belongings such as a purse or luggage, in one’s hotel/motel room, or having knowledge that illegal drugs, tobacco or alcohol

are in one’s hotel/motel room or in another person’s possession at any time during the FCCLA activity.

8. Students are not allowed in the sleeping rooms of the opposite gender, except when an adviser/adult chaperone is present.

9. Students shall not deface property, litter the premises, and/or put at risk the health and well-being of self or others.  Any damages

to property, furnishings or buildings shall be paid for by the individual or individuals responsible.

10. The enforcement of the Code of Conduct is the responsibility of the adviser/school representative.  The adviser/school

representative will call the school administrator for direction.  For violation of any of the above, parents will be contacted and

students will be sent home at their own expense.

11. The adviser/school representative will submit this Code of Conduct to the school administration and/or Board of Trustees.

12. Any action detrimental to FCCLA image will not be tolerated and may result in disciplinary action up to and including dismissal from

the organization.

I have read, understand and agree to abide by and support the above regulations.
Please note: Students, their work and activities will be photographed and videoed during this conference. These photographs and videos may be published on our

website and in our publications and may be distributed to each participating school.

If you have reasons for your student not to be photographed, please send a written request stating those reasons to director@mtfccla.org

Student Date

Parent or Guardian Telephone Number of Parent/Guardian

Adviser/School Representative School Name and District Number

School Administrator Administrator Phone Number
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MONTANA FCCLA STATE OFFICER COMMITMENT FORM

Candidate Name Adviser Name

Chapter/School

As a State Officer, I will fulfill the following expectations:

1. Abide by the Montana FCCLA Code of Conduct at all times.
2. Conscientiously serve Montana FCCLA and assist and encourage FCCLA members and chapters to take an active part in the

organization, school, and community.
3. Set an example for members of the State Delegation as a good student, courteous person and a responsible citizen.
4. Strive to improve my leadership ability and give as much time as required to carry out my duties as a state officer during the term.
5. Represent the Montana FCCLA credibly at meetings and other gatherings when asked to do so, speaking clearly, concisely and

enthusiastically, using proper grammar at all times.
6. Thoroughly familiarize myself with the constitution and policies of the organization, parliamentary procedure, and Family and

Consumer Sciences in Montana.
7. Strive to maintain a good working relationship between FCCLA and the public.
8. Purchase $50-$100 of required items for official FCCLA dress (blazer and polo provided by Montana FCCLA).
9. Meet with my local chapter adviser a minimum of twice a month to maintain communication regarding district and state-level

matters.
10. Actively communicate with team and State Leadership Team at all times in a professional manner. This includes meeting all deadlines

and having the proper equipment (computer with reliable internet) throughout the year to complete work electronically and
participate in online meetings.

11. Participate in monthly team conference calls.
12. Attend, prepare for, and actively participate in all required Montana FCCLA State Executive Council meetings. Failure to attend a

meeting in-person will result in dismissal from office.
13. An evaluation process will be implemented to track State Officer performance.

Monthly
Conference
Calls

2021
Leadership
Training

2021
National
Leadership
Conference

2021
Summer
Meeting

2021
Leadership
Rally

2022
Winter
Meeting

2022
State
Leadership
Conference

Dates Second
Tuesday of
each
Month

Various
dates in
June, TBD

June 27-July
2

July 25-27 September
26-27

Late
January

March 15-18
(Officers Arrive
on Tuesday)

Location Virtual Virtual Nashville,
TN

AMB West
Leadership
Camp

Fairmont
Hot Springs

Bozeman
Or
Helena

Bozeman

Student
Travel
Expenses
Paid by MT
FCCLA

Students
Travel with
chapter

Meals,
Mileage,
Lodging

1 Nights
Lodging,
Waived
Registration
for Officer

Meals,
Mileage,
Hotel

Meals, Mileage,
Hotel,
Registration for
Officer

I understand that State Officers represent all members of the State Association and are looked to by members as an example and a
leader. I recognize that the privilege can be withdrawn by the Montana FCCLA Board of Directors. The privilege is conditional
depending upon officer suitability to participate as determined solely by the Montana FCCLA Board of Directors and the policies they
have in place. I commit to the 2020-2021 State Executive Council team.

State Officer Signature Printed Name Date
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MONTANA FCCLA STATE OFFICERS ADVISER COMMITMENT FORM

Candidate Name Adviser Name

Chapter/School

As the adviser of a State Officer, I will fulfill the following expectations:
1. Work in cooperation with your state officer to provide support, encouragement, and guidance when completing officer tasks and in

advancing the mission of Family, Career and Community Leaders of America.

2. Accompany and help supervise officers on all official trips for meetings, presentations, or other functions where the officer is

representing Montana FCCLA. Where this is not possible, other arrangements need to be made and approved by the State Director

for an adult to accompany the officer.

3. Be aware of commitments and deadlines; encourage the officer to be prompt.

4. Assist the officer in balancing responsibilities of the office with other extracurricular activities and classes; keep in mind the school's

master calendar. Remind officer of commitment to state organization when conflicts occur.

5. Communicate with the State Director and State Officer Adviser. Read emails and all materials that come to you from the state office,

and don’t hesitate to contact with questions or concerns.

6. Meet with my state officer a minimum of twice a month to maintain communication regarding district and state-level matters.

STATE EXECUTIVE COUNCIL MEETING INFORMATION

Monthly
Conference
Calls

2021 Leadership
Training

2021
National
Leadership
Conference

2021
Summer
Meeting

2021
Leadership
Rally

2022
Winter
Meeting

2022
State
Leadership
Conference

DATES Second
Tuesday of
each Month

Various dates in
June, TBD

June
27-July 2

July 25-27 September
26-27

Late
January

March 15-18
(Officers Arrive
on Tuesday)

LOCATION Virtual Virtual Nashville,
TN

AMB West
Leadership
Camp

Fairmont
Hot Springs

Bozeman
Or Helena

Bozeman

ADVISER
ATTENDANCE
INFORMATION

Attendance
required

Attendance
required

Attendance
required;
in-person or
virtual

Attendance
required

Officers are
asked to be
arrive early
the first day.

Attendance
required

~3 advisers arrive
Tuesday to help
with preparations;
rest arrive with
chapter on
Thursday.
Transportation
must be provided
by adult.

ADVISER
TRAVEL
EXPENSES
PAID BY MT
FCCLA

None;
Advisers
travel with
their
chapter.

Meals, Mileage,
Hotel

Chapter
responsible

Meals,
Mileage,
Lodging

Waived
Registration
for Adviser
and Officer

Meals,
Mileage,
Hotel

Meals, Mileage,
for adviser
chaperones that
arrive early

I understand that State Officers represent all members of the State Association and are looked to by members as an example and a
leader. I recognize that the privilege can be withdrawn by the Montana FCCLA Board of Directors. The privilege is conditional
depending upon officer suitability to participate as determined solely by the Montana FCCLA Board of Directors and the policies they
have in place. I commit to supporting the state officer to the best of my ability.

Adviser Signature Printed Name Date
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MONTANA FCCLA STATE OFFICERS ADMINISTRATOR COMMITMENT FORM

Candidate Name Adviser Name

Chapter/School

As the administrator of a State Officer, I will fulfill the following expectations:

1. Work in cooperation with the state officer and adviser to provide support, encouragement, and guidance when completing

officer tasks and in advancing the mission of Family, Career and Community Leaders of America.

2. Assist the adviser in making travel arrangements for the state officer if the adviser cannot travel with the student, and seek

approval from the State Director.

3. Be aware of commitments and deadlines; encourage the officer to be prompt.

4. Assist the officer in balancing responsibilities of the office with other extracurricular activities and classes, keeping in mind

the school's master calendar. Remind officer of commitment to state organization when conflicts occur.

STATE EXECUTIVE COUNCIL MEETING INFORMATION

Monthly
Conference
Calls

2021 Leadership
Training

2021
National
Leadership
Conference

2021
Summer
Meeting

2021
Leadership
Rally

2022
Winter
Meeting

2022
State
Leadership
Conference

DATES Second
Tuesday of
each
Month

Various dates in
June, TBD

June
27-July 2

July 25-27 September
26-27

Late
January

March 15-18
(Officers Arrive
on Tuesday)

LOCATION Virtual Virtual Nashville,
TN

AMB West
Leadership
Camp

Fairmont
Hot Springs

Bozeman
Or Helena

Bozeman

ADVISER
ATTENDANC
E
INFORMATI
ON

Attendance
required

Attendance
required

Attendance
required;
in-person or
virtual

Attendance
required

Officers are
asked to be
arrive early
the first day.

Attendance
required

~3 advisers
arrive Tuesday to
help with
preparations;
rest arrive with
chapter on
Thursday.
Transportation
must be
provided by
adult.

ADVISER
TRAVEL
EXPENSES
PAID BY MT
FCCLA

None;
Advisers
travel with
their
chapter.

Meals, Mileage,
Hotel

Chapter
responsible
for adviser
travel;
reimbursed
for portion
of student

Meals,
Mileage,
Lodging

Waived
Registration
for Adviser
and Officer

Meals,
Mileage,
Hotel

Meals,
Mileage, for
adviser
chaperones
that arrive
early

I understand that State Officers represent all members of the State Association and are looked to by members as an example and a leader. I
recognize that the privilege can be withdrawn by the Montana FCCLA Board of Directors. The privilege is conditional depending upon officer
suitability to participate as determined solely by the Montana FCCLA Board of Directors and the policies they have in place. I commit to
supporting the state officer and adviser to the best of my ability.

Administrator Signature Printed Name Date
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STATE OFFICER’S PLEDGE

I _______________________________, _________________________________________
(name) (office)

pledge to the Montana Association of Family, Career and Community Leaders of America the following:

- To fulfill the duties of my specific office and the general duties of state officers, as described in the
handbook,

- To come prepared to all council meetings and other functions,

- To make the office to which elected first priority this year,

- To comply with the state officers’ Code of Conduct and Dress Code, as well as all policies of the
association,

- To maintain my overall GPA of 2.5 or above,

- To fulfill all responsibilities under the direction of my local adviser,

- To conduct myself as a leader and in a manner befitting a state officer, realizing that I am an example at
all times for members statewide. If I should fail to do so, I understand that I may be relieved of the
office.

I accept this pledge and consider it an honor and a privilege to serve the Montana Association of Family,
Career and Community Leaders of America for the coming year.

The signature of the parent or guardian supports this pledge and:
● Gives permission for the officer’s name and photo/image to appear on the Montana FCCLA website, in

promotional materials and videos.
● Gives permission for the officer to be transported by a State Executive Council adviser or staff member to

and from meals and other activities while attending meetings.

__________________________________ ____________________________________
Officer’s signature Adviser’s signature as Witness

__________________________________ ____________________________________
Parent/Guardian Date
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Insert TRAVEL REIMBURSEMENT VOUCHER
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2021-2022 Rubric for State Officer Performance and Leadership Award

The following rubric will be used by Montana FCCLA State Executive Council Members, SEC Advisers, and the State
Leadership Team to evaluate the officer’s performance of general responsibilities and those unique to the specific office.
Points will be earned by submitting a report within 7 days of a conference call or in-person meeting, and submitting
District Meeting Reports on time. Points earned will be calculated against the points available to determine the state
officer’s leadership award level, up to $475. The earned leadership award will be given to the state officer’s chapter at
the close of the state officer’s term.

The rubric will be stored on Google Drive and reviewed with the officer, State Officer Coordinator and/or the State
Director at each SEC meeting. Scores will be updated on each officer’s rubric within 10 business days of the conclusion of
a conference call or meeting. The rubric will be completed at the State Leadership Conference or at the end of the
officer’s term. Advisers are invited to accompany the officer if they are in attendance. The table below will be used to
track the number of points the officer has earned to date.

Month Type of Report Points Available Points Earned

June Meeting 20

July Conference Call & Meeting 30

August Meeting 20

September Conference Call & Meeting 30

October Conference Call 10

November Conference Call 10

December Conference Call 10

January Meeting 20

February Conference Call 10

March Meeting 20

District Meetings Planning & Post-Meeting
20

(10 points each)

Total 200

*Reports submitted more than two days late will result in a point deduction each day until it is turned in.
**District Meeting reports that are complete and submitted on time will earn full points.

State Officer Leadership Level

Points Award Amount

200-180: Gold $475

179-160: Silver $375

159-140: Bronze $275

Below 140: $0-175
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State Executive Council Conference Call Report (10 points)

To be submitted on the Montana FCCLA website within one week after the conference call. Please provide your
score and explain your participation or activity for each question.

I attended this month’s conference call and engaged with others.
0 – I didn’t attend the call
1 – I attended but was not engaged
2 – I attended and meaningfully contributed to the conversations.

I completed all the duties required of me in the last month.
0 – Didn’t complete any tasks
1 – Completed half of my tasks
2 – Completed all of my tasks

I promoted FCCLA in at least two ways this month. (Ex: facilitated a meeting, created a social media post, published
a Talk of the State, contacted others in my district, etc.)
0 – I didn’t promote FCCLA at all
1 – I promoted FCCLA in one way
2 – I promoted FCCLA in two ways

I helped the State Officer Team achieve one or more of its goals.
0 – I didn’t contribute to the team’s goals
1 – I put forth minimal effort to contribute to the team’s goals
2 – I put forth maximum effort to contribute to the team’s goals

I have maintained positive, professional behavior at all times.
0 – I have not been professional.
1 – I have been professional some of the time.
2 – I am always positive and professional.

What are the tasks that you will be working on this month?

Rate your overall wellbeing on the scale below.
1 – I am struggling.
3 – I am doing fine, but could use some support.
5 – I am doing well and don’t need any additional support.
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State Executive Council Meeting Report (20 points)

To be submitted on the Montana FCCLA website within one week after the meeting. Please provide your score for
each question and explain your participation or activity.

I attended the meeting and engaged with the others.
0 – I didn’t attend the meeting
1 – I attended but was not engaged
2 – I attended and meaningfully contributed to the meeting.

I arrived to the meeting prepared.
0 – I was not prepared
1 – I was minimally prepared for the meeting
2 – I was fully prepared and ready for the meeting

I completed all the duties required of me at the meeting.
0 – Didn’t complete any tasks
1 – Completed half of my tasks
2 – Completed all of my tasks

I helped the State Officer Team achieve one or more of its goals.
0 – I didn’t contribute to the team’s goals
1 – I put forth minimal effort to contribute to the team’s goals
2 – I put forth maximum effort to contribute to the team’s goals

What are three things you would like to remember from this meeting? (3 points)

List the responsibilities (include deadlines) assigned to you during the meeting. (5 points)

I have maintained positive, professional behavior at all times.
0 – I have not been professional.
1 – I have been professional some of the time.
2 – I am always positive and professional.

What is one task that you will be working on this next month?

Rate your overall wellbeing on the scale below. Where do you need additional support?
1 – I am struggling.
3 – I am doing fine, but could use some support.
5 – I am doing well and don’t need any additional support.
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State Executive Council Tips & Tricks
To be completed by a retiring officer and shared with a new officer during the State

Leadership Conference.

NAME: ________________________             STATE OFFICER POSITION: ______________________

My officer activities for the past year included:

Responsibilities I found difficult and suggestions for improvement / ways to do things differently:

Tips for managing state officer responsibilities (include those specific to this position):

Congratulations, and have a great year as a state officer!
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