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Helpful Resources:
National FCCLA Website
Montana FCCLA Website

Montana FCCLA Member Resource Guide
Montana FCCLA Instagram
Montana FCCLA Facebook

Montana FCCLA Advisers Facebook Group
Montana FCS Educators Facebook Group

https://fcclainc.org/
https://mtfccla.org/
https://drive.google.com/file/d/12KomUr2GkBICMe6PeOuMVmLTfdaigJST/view
https://www.instagram.com/fcclamontana/?hl=en
https://www.facebook.com/montanafccla/
https://www.facebook.com/groups/mtfcclacadvisers
https://www.facebook.com/groups/mtfcseducators


WHAT IS FCCLA?

Family, Career and Community Leaders of America is unique
among youth organizations because its programs support Family

and Consumer Sciences education and career exploration. It is the
only in-school career and technical student organization with the
family as its central focus. Participation in National Programs and
chapter activities helps members become strong leaders in their

families, careers, and communities.

FCCLA: The Ultimate Leadership Experience is a dynamic and
effective national student organization that helps young men and
women become leaders and address important personal, family,

work, and societal issues through Family and Consumer Sciences
(FCS) education.

STUDENT PAGES ICON
Throughout this handbook, this icon is used to indicate pages to be utilized by students
during chapter meetings, to conduct projects, chapter member leadership growth, etc. 

Other FCCLA student resources include the Member Resource Guide. 

Career & college preparation
Creative and critical thinking skills
Leadership skills
Recognition & scholarships
Travel and meet new friends
Improve self esteem
Competition
Strengthen Character

FCCLA recruitment video: https://www.youtube.com/watch?v=8-LRWYt9-Nc&t

WHY JOIN?
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https://drive.google.com/file/d/12KomUr2GkBICMe6PeOuMVmLTfdaigJST/view
https://www.youtube.com/watch?v=8-LRWYt9-Nc&t


Members

Manage

Affiliate

Integrate

Attend District Meeting (adviser): Fall (contact District President for  exact date)
Fall Leadership Rally (adviser):  September 22-23 in Billings
State Leadership Conference (adviser + 3 students): March 20-21 in Bozeman

Attend Each of the Following

The focus of year one is to establish a chapter (if needed)
and begin learning about FCCLA. Don’t feel like you need to
tackle everything in year one. By accomplishing the goals
below, you will have had a very successful year!

Resources: Adviser Resource Guide, National FCCLA Website, & Montana FCCLA website
When: Ongoing

Resources:
Membership Madness (National FCCLA website)
Montana Leadership Rally Officer and Chapter Leader Training
Montana FCCLA website (chapter management resources & bylaws template)

When: September - October

Elect & Train officers & Update Chapter Bylaws

Affiliate Your Chapter Members
Resources:

National FCCLA website (affiliating with National FCCLA also affiliates your chapter with
Montana FCCLA)  -  Click here to get started: https://fcclainc.org/join/chapter-affiliation
Fees: National FCCLA requires that chapters affiliate a minimum of 12 members at $9
each. Montana FCCLA also charges $9 per member with no minimum.  A $65 state
chapter fee will be collected once at the time of affiliation (see affiliation packages flyer)

When: By November 1 to receive maximum benefits (members can be added until May 31)

Integrate one STAR or Skill Demonstration Event into Your Classroom
Resources:

Lesson plans—National FCCLA website
Montana Competitive Events Manual lists the events offered in Montana each year

When: September - February

Year
1Ne

w 
Ad

vi
se

r

Recruit Members
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https://fcclainc.org/join/chapter-affiliation
https://drive.google.com/file/d/1hN7lo2rxUNmZZo-4EAD4oV0hHvvRq0LS/view?usp=sharing
https://fcclainc.org/lead/advisers/lesson-plans-resources




THE FIRST FEW MEETINGS
1st Meeting
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FCCLA Meeting
Plan

Information about
why join

Encourage them
to bring a friend

More focus on
opportunities within
FCCLA: Service and

Events

FCCLA Web
Quest (activity
available: click

here)

Elect officers Set Chapter Goals

H
A
V
E

S
N
A
C
K
S
!

H
A
V
E

F
U
N
!

2nd Meeting

3rd Meeting

https://docs.google.com/document/d/1wvuk9r_xeu6SWIR5tQfBDd5S79nxoJQ1yYCEaQbZtFY/edit?usp=sharing
https://docs.google.com/document/d/1wvuk9r_xeu6SWIR5tQfBDd5S79nxoJQ1yYCEaQbZtFY/edit?usp=sharing
https://fcclainc.org/sites/default/files/Step1Webquest.pdf


GET STARTED

Contact your State Director

Meet with your Administration

Explore FCCLA’s Website

Find a Mentor

Affiliate

What school policies govern student activities?
What are his/her expectations for an adviser?
What travel requirements are established for student organizations?
How do you obtain funding?
How can you get FCCLA activities on your school calendar?

Contact your State Director for information and materials needed to start a chapter.
The Montana State Director is Tracey Eatherton and she can be reached at
director@mtfccla.org
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Schedule a meeting with your administration to discuss the purposes, mission, and
benefits of FCCLA. Administrators may ask some of the following questions:

What steps need to be taken to establish a chapter?
How much time will be required?
What will be the extent of the projects?
What will be the involvement of people outside the school?
What are the costs?

You will want to find out the following from your administration:

Check out the national website and Montana FCCLA’s website to get information about
programs and conferences. Use the search tool to help you find information.

Talk with teachers who currently have chapters. Visit an active chapter or try
contacting your state adviser for mentor suggestions. Also consider joining the
Montana FCCLA Adviser Communities program.

Go to the FCCLA portal and register. If you are a new adviser in an existing chapter,
reach out the State Director for login information.

Meet with your Administration

Explore FCCLA’s Website

Find a Mentor

Affiliate

Contact your State Director



NEW CHAPTER CHECKLIST
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Membership strength results from recruiting, retaining and recognizing members all year long. Try starting small.
Involve students right away in a hands-on project that is both fun and meaningful. 

Set goals to attend state and national conferences.

Request a new adviser kit from National FCCLA by emailing membership@fcclainc.org. The new adviser kit
includes one poster and the new adviser handbook.

Join the Family, Career and Community Leaders of America (FCCLA) Advisers Facebook page.

Contact your state adviser for information and materials needed to start a chapter. State adviser information is
located here.

Discuss with school administrators the advantages of starting a chapter, pointing out the relationship of
FCCLA to the Family and Consumer Sciences curriculum and career pathways and its value to the school
program.

Send a letter home to your student’s parents about your FCCLA Chapter and the advantages joining will give
to your students. A sample letter can be found here.

Integrate FCCLA into your classroom. Use Competitive Events and FCCLA National Programs as class
projects.

Select officers for each class and assign them daily duties like taking role, giving a daily briefing on what the
class was about the day prior, highlighting special opportunities, and sharing news about FCS related career
pathways.

Gather student information using the Member Affiliation Information Sheet found here. Affiliate online in the
FCCLA Portal and send in state and national dues as soon as possible to unlock resources available only to
affiliated chapters.

Find a mentor and talk with teachers who have chapters. Locate an active chapter so interested students can
talk with their members.

Attend district/regional and state meetings to become familiar with FCCLA activities in your state.

Have members fill out the FCCLA Chapter Leader Application if they're interested in holding an office within
your FCCLA chapter.  This application is located on page 8 in this handbook.

Adviser:

https://fcclainc.org/sites/default/files/Adviser%20Handbook%202020.pdf
https://fcclainc.org/about/state-associations
https://fcclainc.org/sites/default/files/WhyJoinflyer.pdf
https://fcclainc.org/join/why-join
https://fcclainc.org/sites/default/files/Member%20Affiliation%20Information%20Sheet%20PDF%20Form.pdf
https://affiliation.registermychapter.com/fccla


Develop a calendar for the year’s activities. For each activity, use the FCCLA Planning Process to set
chapter goals and form a plan for carrying out, evaluating and publicizing the chapter’s activities. 

Have the students present about FCCLA or create an informative video to share on social media.

Publicize chapter activities throughout the year in both the school and community to build your
chapter’s image.

Create a fun recruitment campaign using the ideas found on the FCCLA Website.

Give students roles and help them understand the leadership of the chapter is in their hands.

Take on one project that all of your classes agree to use as their FCCLA project to help you get started.

NEW CHAPTER CHECKLIST - CONTINUED
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Make sure dates are included on the master school calendar.

Business
Professionals 

of America (BPA)

DECA - An
Association of

Marketing Students

SkillsUSATechnology
Student

Association (TSA)

Family, Careers &
Community Leaders
of America (FCCLA)

The National FFA
Organization

The National HOSA
Organization

MONTANA CAREER & TECHNICAL 
STUDENT ORGANIZATIONS

FCCLA is one of 11 CTSOs recognized
by Congress and the United States

Department of Education. These
organizations integrate into Career and
Technical Education (CTE) programs

and courses.

Career and Technical 
Student Organization

(CTSO)

Members
:

https://fcclainc.org/join/membership-campaign
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SAMPLE FCCLA OFFICER DUTIES
The current team of FCCLA officers is often referred  
to as an executive council. The council may include  
president, vice-president(s), secretary, treasurer, and  
any other officers needed to help the chapter function
smoothly and reach its goals. The following officers  
and responsibilities are provided as samples. Duties,
officers, and positions may vary by chapter.

President
1. Works with the executive council and adviser to  
develop an agenda for each meeting.  
2. Presides at chapter and executive council meetings
using the adviser- approved agenda and  basic
parliamentary procedure. Starts meetings  on time and
keeps them moving. 
3. Assists in group decision-making through member
participation.  
4. Sees that necessary committees and subcommittees
are formed and committee chairs are selected. May
serve as an ex-officio member on committees. 
5. Knows the responsibilities of all officers and
committee chairs and keeps them informed of all
chapter business. 
6. Confers frequently with the executive council,  adviser,
advisory committee, and other program  stakeholders.  
7. Checks all plans with adviser and school administrator
before taking action.
8. Represents chapter at special school events and  
district/region, state, and national meetings.  
9. Provides opportunities for all members to express  
ideas and share responsibilities.

1. Keeps accurate and complete minutes of all  chapter
and executive council meetings and  activities.  
2. Makes minutes and other chapter resources  
(committee lists, activity calendars, bylaws, etc.) available
to the membership by reading, posting, or circulating as
determined by the chapter bylaws. 
3. Keeps attendance at chapter and executive  council
meetings. Keeps a current list of affiliated  members. 
4. Reminds president of any unfinished business  prior to
the next meeting. 
5. Counts and records chapter votes. 
6. Assists adviser in processing chapter affiliation forms. 
7. Helps create and distribute membership cards to
affiliated members.

1. Keeps an accurate record of all chapter income
noting date received, source, and amount. Gives
receipts to chapter adviser.
2. Assists adviser in collecting and submitting state and
national dues in advance of deadlines.
3. Records dues (local, district/region, state, and national)
when paid by each member. Communicates records to
secretary.
4. Keeps an accurate record of receipts for all money
paid out, to whom it was paid, and the amount.
5. Prepares and presents a Treasurer’s Report (4.12)
for each business meeting.
6. Works closely with the chapter adviser to manage
chapter funds.
7. Works with the fundraising and program commit-
tees to prepare a chapter budget. Presents tentative
budget and fundraising plans for chapter approval.

1. Assumes the duties of the president in the  president’s
absence. 
2. Assists the president as needed. 
3. Works with the program planning committee to help
members develop and plan a chapter  program of work
that will meet the needs and  interests of the chapter,
school, and community.
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Secretary

Treasurer

Vice-President
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Resources:
Membership Madness (National FCCLA website)
Montana FCCLA website

When: Ongoing

Resources:
Montana Chapter Leader Training
Montana FCCLA website (chapter management resources)

When: September—October

Resources:
National FCCLA website (affiliating with National FCCLA also affiliates your chapter with
Montana FCCLA)

When: By November 1 to receive maximum benefits (members can be added until May 31)

Resources:
Lesson plans—National FCCLA website
Montana Competitive Events Manual lists the events offered in Montana each year

When: September - February

The focus of year two is to begin enhancing
leadership development for members and local
awareness about your FCCLA chapter.

District Meeting (adviser): Fall (contact District President for date)
Fall Leadership Rally (adviser + 2-4 students) September 22-23 in Billings
State Leadership Conference (adviser + 3 -5 students): March 20-21 in Bozeman

Page 11

Participate in the State Outreach Project
Resources:

 Montana FCCLA website
When: October—February

Year 
2

Promote

Manage

Affiliate

Integrate

Attend

Participate

Increase Membership by 5% & Increase Chapter Visibility

Conduct Ongoing Meetings & one Chapter Fundraiser

Affiliate Your Chapter Members

Integrate 2 STAR or Skill Demonstration Events into Your Classroom

Attend each of the following

Ne
w 

Ad
vi

se
r

https://fcclainc.org/lead/advisers/lesson-plans-resources
https://docs.google.com/document/d/169HfSZvpHibvtCNue8RJpB0yGXH4ArvU/edit?usp=sharing&ouid=106560507256891716910&rtpof=true&sd=true


RATE YOURSELF AS A CHAPTER LEADER
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I work well with both students and adults.

I help develop leadership qualities in others.

I communicate well with chapter members and leaders.

I am a good listener.

I show appreciation and give recognition as earned.

I work to instill confidence and pride in the group.

I show genuine interest and involvement in the chapter’s activities.

I place group interests above self-interests.

I take pride in the Mission of the organization.

I encourage other students to participate and work toward group goals.

I accept responsibilities and follow through to complete tasks.

I make decisions and stand by them.

I am flexible when change will benefit the group.

I manage time, energy, and resources well.

I involve everyone when delegating responsibilities, considering individual abilities, and interests.

Instructions: Use the following checklist to rate yourself as an FCCLA chapter leader.

Look again at those traits you didn’t check. Those are potential areas for
personal growth as a student leader!

Traits of an Effective Chapter Leader



My Personal Thoughts on Leadership
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Some think leaders are born. Others believe leaders are made—by their experiences, the skills
they acquire, the successes they achieve. Everyone has leadership potential.

My definition of leadership is . .
.

I think the three most important leadership skills are . . .

The three leaders I most admire are . . . (Next to each name list two traits you particularly admire.)

1.
2.
3.

Name four chapter members you would choose to
organize a parent/member banquet :

Name two members you would call on
to head a member recruitment drive :

Name two members you would ask to organize a
play day for physically challenged children :

Name the person you would ask to introduce a
skit at a senior citizens’ party:

Are the names the same?
Probably not. Chapter members have varied talents and skills but may be overlooked as potential leaders.
Keep in mind that everyone has something unique to contribute. Effective chapter leaders discover abilities in
themselves and others.

1.
2.
3.

Traits:
Traits:
Traits:

1.
2.
3.
4.

1.
2.

1.
2.

1.
2.



Resources:
 Montana FCCLA website

When: September—February

Resources:
Montana FCCLA website: awards program
National FCCLA website: scholarships, awards and National Programs

When: Ongoing

Resources:
Montana Chapter Leader Training
Montana FCCLA website (chapter management resources)

When: September—October

Resources:
Montana FCCLA Website

When: District Meeting & State Leadership Conference

Resources:
Lesson plans—National and Montana FCCLA websites
Montana Competitive Events Manual lists the events offered in Montana each year
National FCCLA website

When: September—February

The focus of year three is to begin further
explore the opportunities FCCLA provides.

District Meeting (adviser + students): Fall (contact District President for date)
Fall Leadership Rally (adviser + 4-6 students) September 22-23 in Billings
State Leadership Conference (adviser + 7-10 students): March 20-21 in Bozeman

Attend Each of the Following

Page 14

Conduct Ongoing Meetings & Chapter Fundraiser

Participate in the State Outreach Project & Track Service Learning

Integrate STAR or Skill Demo Events & a National Program into your Class

Promote Chapter Activities & Apply for Award

(Students) Run for a District Office -OR- (Adviser) Run for the Board of Direct

Year 
3

Recognition

Manage

Leadership

Integrate

Attend

Participate

Ne
w 

Ad
vi

se
r

https://fcclainc.org/lead/advisers/lesson-plans-resources
https://docs.google.com/document/d/169HfSZvpHibvtCNue8RJpB0yGXH4ArvU/edit?usp=drive_link&ouid=106560507256891716910&rtpof=true&sd=true


BEST PRACTICES OF A GREAT ADVISER

With the demands of life and work weighing on you, consider the following quick
tips to help maximize your life:

Balancing Your Life

Be a positive example of balance for
your students
Protect certain times for the needs of
yourself, your family, and your career
Watch your sleeping and eating habits

Reach out
The best experts in FCCLA are in your

own state and can provide you with
enhanced information, ideas, and support.
When you feel like you have no idea what

to do next, they have the experience to
help guide you through your next steps.

Keep your FCCLA resources close
Regardless of whether you are a binder

builder, folder filer, or website wanderer, the
best advisers keep their resources nearby or

bookmarked, and use them often. Find a
system that works for you and keep it

updated and close at hand to help you make
the most of your time.

Start Small
You don’t need to do everything

your first year advising. Try beginning with
one fundraiser, one community service

project, or participation in one conference,
and strive to build upon it each year. As
you start to get more comfortable, you

can continue to learn and try new things.

Follow procedures set by
your district

Ensuring that your students and organization
operate within the procedures set forth by the
district will result in chapter success and give

you the opportunity to be seen as a role
model for others.

Prioritize tasks
To keep yourself from being overwhelmed

be sure that you’re focused on what you
need to be doing at that time. Items such as a
Program of Work, school calendar, and At-a-
Glance schedules from National FCCLA can

help you prioritize so you don’t miss a
deadline or an opportunity.

Advise
Being an adviser is truly about advising,
not micromanaging. You have to help

students understand how their goals and
desired outcome should drive every
decision they make. Encourage your

students to try new things, make positive
changes, and realize their full potential

Page 15 

Keep a schedule
Prioritize things
Spend time doing the
things you love, even if it’s
only  for a few moments

Prioritize tasks

Follow procedures set by
your district



Learn how to explore career
pathways & skills for success
in families, careers, &
communities. 

Take action in your community
and discover the difference
you can make.

Put the brakes on impaired
driving & traffic crashes.
Help your friends arrive
alive!

Discover how you can
strengthen family relationships
through this peer education
program. 

Manage your money! Use this
program to help earn, save, &
spend your money wisely.

This newly revamped national
program will give yourself the
power to make a positive change
in your families & communities.

Discover ways to promote
health, fitness, and resiliency in
your families, schools, and
communities. 

Improve the quality of life in your
community through assessment,
education, and advocacy.  Use
your voice to create change!

NATIONAL PROGRAMS
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National Program Awards

How to Apply :

FCCLA offers national recognition to chapters and individual members who complete projects for National Programs.
This honor includes cash awards up to $1,000* and/or special recognition at the National Leadership Conference,
online, and in Teen Times magazine.

High School Award - $1,000
Middle School Award - $1,000
Runner-Up Award - $500
FACTS State Level Awards - $500 in each state (Sponsorship by Ford Driving Skills for Life/GHSA)

Read the Program Award Application Tips on the National FCCLA website
Apply online through the FCCLA portal
All program award applications are due by March 1
Questions? Email programs@fcclainc.org

mailto:programs@fcclainc.org


INTEGRATING NATIONAL PROGRAMS

Have a Game Plan
Look at your curriculum at the beginning of
the year and plot what state and National
Programs you could implement.
Don’t be afraid to give up a favorite to try
something new.
Talk to your officer team as you plan your
Program of Work and see what those
students can come up with in advance.

Make Your Team Work
In the end, it is still their project!
Show them the application for recognition and
use that as part of, or even all, of your grading
method.
Evaluate students based on their in-class work
and their completed National Program. STAR
Events also have their own scoring rubrics that
could be used.

Let them choose specific units or specific subject areas
within each project to give them more “artistic freedom”
for their final outcome.
Example: If students want to open their first bank
accounts, the “Saving” unit of the Financial Fitness
program will interest them more than the “Earning” unit.
Vary the projects for individual and group work.

Leave Freedom of Choice with the Students

As teachers are sometimes overwhelmed with the depth and breadth of knowledge that they are expected to
teach, you may wonder how in the world you can integrate an FCCLA program into your curriculum. Here are

some tips to help you get started:
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On the next two pages you can find a variety of project ideas that can be easily implemented into your curriculum.
These projects are a great way to introduce students to FCCLA and the many programs and opportunities it

offers. Please remember that this is not a conclusive list. Your list is as long as your students’ creativity!
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Promote Resources:
Adviser Resource Guide
Montana FCCLA website

When: Ongoing

Increase Membership by 5% & Increase Chapter Visibility

Resources:
Montana  Chapter Leader Training
Montana FCCLA website (chapter management resources)

When: September—October

Resources:
National FCCLA website (affiliating with National FCCLA also affiliates your chapter with
Montana FCCLA)

When: By November 1 to receive maximum benefits (members can be added until May 1)

Affiliate Your Chapter Members

Resources:
Lesson plans—National FCCLA website
Montana Competitive Events Manual lists the events offered in Montana each year

When: September - February

The focus of year four is to begin further
expanding leadership opportunities.

District Meeting (adviser + students): Fall (contact District President for date)
Fall Leadership Rally (adviser + 4-6 students) September 22-23 in Billings
State Leadership Conference (adviser + 10-12 students): March 20-21 in Bozeman

Attend Each of the Following
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Conduct Ongoing Meetings & Chapter Fundraiser

Participate in the State Outreach Project
Resources:

 Montana FCCLA website
When: September—February

Integrate three STAR or Skill Demonstration Events into Your Classroom

Year 
4Ne
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Promote

Manage

Affiliate

Integrate

Attend

Participate

https://fcclainc.org/lead/advisers/lesson-plans-resources
https://docs.google.com/document/d/169HfSZvpHibvtCNue8RJpB0yGXH4ArvU/edit?usp=drive_link&ouid=106560507256891716910&rtpof=true&sd=true


Check out the complete list of each STAR Event and Skill Demonstration Event along with its crosswalk to
National Standards and Initiatives here:

https://fcclainc.org/sites/default/files/Competitive%20Event
s%20Crosswalk%20%28Event%20Focused%29%20.pdf

The learning opportunities offered by high quality Competitive Events are unparalleled. They connect directly into
classroom curriculum, providing the chance to integrate them through classroom instruction and assessment.
Competitive Events provide a rubric that can be given to students to guide their project as well as serve as the

assessment of the project. If there are components that you feel do not align as well for a classroom assessment,
feel free to mark out those components on the rubric. Make these projects work for you!

https://fcclainc.org/sites/default/files/Teac
h%20and%20Train%20Lesson%20Plan.pdf

FCCLA Lesson Plan: Teach and Train 

TIPS FOR COMPETITIVE EVENTS

CLASSROOM INTEGRATION

Lesson Plans & Resources
https://fcclainc.org/lead/adviser

s/lesson-plans-resources
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Virtual Leadership Experience
– Lesson Plan

https://fcclainc.org/sites/default/
files/FCCLA%20Lesson%20Pla
n%20Power%20of%20One.pdf

Power of One
National program
lesson integration

The FCCLA Planning Process is the starting point to Competitive Events. It guides students through any
situation and provides a framework to complete projects. Thorough attention should be paid to the

process to ensure all details are covered and to receive maximum points within the Competitive Event.

Use these tips to help you and your chapter:

Start early
Check with your state adviser for any state rules and
regulations for competitive events
Review the FCCLA Planning Process, event guidelines
and rubrics with each competitor
Review policies, eligibility and general rules for all levels
of competition, and the Competitive Events Glossary

Have a central location for all things Competitive
Events such as a file cabinet drawer or cabinet where
items that are often needed are centrally located.
Encourage students to give presentations to groups
outside the classroom to allow others to critique them.
Highlight students’ achievements and awards when
they are completed.

Hold a kick-off event to talk about the opportunities of Competitive Events and your expectations as members
move forward.

https://fcclainc.org/sites/default/files/Competitive%20Events%20Crosswalk%20%28Event%20Focused%29%20.pdf
https://fcclainc.org/sites/default/files/Competitive%20Events%20Crosswalk%20%28Event%20Focused%29%20.pdf
https://fcclainc.org/sites/default/files/Teach%20and%20Train%20Lesson%20Plan.pdf
https://fcclainc.org/sites/default/files/Teach%20and%20Train%20Lesson%20Plan.pdf
https://fcclainc.org/lead/advisers/lesson-plans-resources
https://fcclainc.org/lead/advisers/lesson-plans-resources
https://fcclainc.org/sites/default/files/FCCLA%20Lesson%20Plan%20Power%20of%20One.pdf
https://fcclainc.org/sites/default/files/FCCLA%20Lesson%20Plan%20Power%20of%20One.pdf
https://fcclainc.org/sites/default/files/FCCLA%20Lesson%20Plan%20Power%20of%20One.pdf


The focus of year five is to customize FCCLA to meet the
needs of your students, your community and you.

For more specific information and instructions,  be sure
to check out the Community Service Program Guide!

For “new” or “enhanced” programming; they can’t be for something you are already doing.
Be written in the SMART format (specific, measurable, attainable, realistic and time bound).
Should be comprehensive addressing a variety of areas for a well-rounded chapter including areas such as
membership, service, leadership, competitive events.

In year 5 you will create five goals specific to the programming needs of your chapter.
Goals should be:

Conduct a Community Needs Assessment with Your Chapter

Another way that students can learn about what their community needs is by organizing a community needs
survey. The survey could be done on paper or with an electronic survey tool.

Seek input from your mentor when not only writing your goals but identifying resources to achieve them.

Year 
5

What Are the Benefits?

Community Needs Survey

Students need to understand what their community needs before they start planning service.
If students know what their community needs, they can tailor their service planning to really meet those
needs, providing effective and meaningful service.
It’s important for students to understand that they need to adapt to the needs of their community, not the
other way around.

Make a chart that highlights the different people who took the survey.

Pick five interesting things that can be gleaned from the data.

Complete 2 out of 3 of the following:

Make a Graph

Make a Chart

Make a Poster

Make a graph using the issue areas on the survey.
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CHAPTER OPERATIONS CHECKLIST
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Your activities might include local, district/regional, state, and national meetings, ceremonies,  service projects,
fundraisers, social events, National FCCLA Week celebration activities, group  and individual projects, and

membership promotion.

Plan the first meeting. Be sure to include something fun and exciting, such as a game, skit, or other hands-
on activity. 

At the first meeting, brainstorm which leaders/officers and committees (membership,  publicity, etc.) will be
needed, and determine a procedure for selecting them. Set a date to  elect officers and set up committees
to involve all members.

After officers are elected, hold an executive council meeting to review duties and  responsibilities and plan
an agenda for the next chapter meeting.

At the next chapter meeting, have all members brainstorm ideas for possible projects  and events, and
narrow them down to those to be used for planning chapter projects  and events.

Develop a calendar for chapter activities. For each activity or concern, use the FCCLA  Planning Process
to set chapter goals and form a plan for carrying out, evaluating, and publicizing the chapter’s activities.
Make sure dates are included on the master school calendar.

Collect state and national dues. The earlier your chapter affiliates, the sooner it will start receiving benefits,
such as Teen Times. Additional members may be affiliated through May  31. States may have earlier
deadlines related to state conferences or other state meetings.

Develop an itemized budget for the year. Keep minutes of each meeting. Plan regular  executive and
chapter meetings.

Attend and participate in district/regional and state meetings and, if possible, send  delegates to a National
Cluster Meeting and/or to National Leadership Conference.

Publicize chapter activities in both the school and community to build the chapter’s image.  Send
information to Teen Times and your state FCCLA newsletter.

Display issues of Teen Times in school and community libraries and other public places.  Ask your school
library to subscribe.

Keep both school administrators and parents informed about meetings and other events

Regularly evaluate chapter projects and activities to determine if members’ goals are  being met.

Student Leaders



THE FCCLA PLANNING PROCESS

Identify Concerns

Brainstorm concerns 
Evaluate listed concerns
Narrow to one workable idea or concern

An Overview
The planning process is a decision-making tool that supports the organization's overall philosophy

about youth centered leadership and personal growth.

Set a Goal

Get a clear mental picture of what you want to accomplish
Write it down
Evaluate it

Form a Plan

Plan how to achieve goal
Decide who, what, where, when, why, and how

Act
Carry out project

Follow Up

Evaluate project
Thank people involved
Recognize participants
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