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WASHINGTON STATE ELKS ASSOCIATION
─────────────────────────────────────────────────────────────────────
VOCATIONAL GRANT COMMITTEE MANUAL

Date 2/22/2025
═════════════════════════════════════════════════════════════════════
1.0 PURPOSE

To promote the Washington State Elks Association (WSEA) Vocational Grant Program for residents of Washington State who are United State citizens, desiring education and/or training in the vocational field at an instructional facility located within Washington State.

2.0 SCOPE
The WSEA Vocational Grant Program is open to graduating high school students, and/or general education degree students that are receiving a diploma or certificate during the current program year.
The program will award four (4) $5,000 1-year grants payable to the school, upon their registration. 

The WSEA Joseph Darimont Program is a WSEA funded program to help the lodges promote their own vocational grant programs.  The WSEA will supplement a lodges 1-year Vocational grant up to $1,000 each for two (2) recipients attending a qualified program within the State of Washington. A lodge wishing to participate in this program must submit a request to the State Vocational Grant Committee Chair prior to the last Friday in March of the current Elks Lodge scholarship award year, include the dollar amount awarded by the Lodge to the applicant and met program requirements prior to request.

2.1 RESPONSIBILITIES  
· Note: All WSEA State & District Committee Chairs must have a working knowledge of computers to enable them to function and communicate within the WSEA online system

2.11 Vice President Liaison will:
· Set and monitor goal sheet for the State Vocational Grant program
· Ensure the committee follows the budgetary request process
· Help ensure judging of applications happens
· Ensure committee chair has presentations for state conventions and workshops and help with organization of any required media or room requirements
· Ensure quarterly reports are given in a timely manner.
· Ensure committee chair submits newsletter articles at timely points during the year.


2.12 State Vocational Grant Chair will:
· Each quarter attend a meeting with the Executive Committee and provide a report of the committee’s actions, achievements and/or challenges. If unable to attend the Quarterly meeting, a member of the committee may represent the State Chair. 
· The Chair will submit a written report outlining the Committee’s actions, successes, failures and send it to the committee’s WSEA Executive Board Liaison Officer at least ten days prior to the meeting. 
· Quarterly meetings are held on the 3rd weekend in June, October, January and April. The Secretary/Manager will provide notice of these meetings.
· Arrange for all Grant presentations at the State Conventions and other Trainings or Workshops.
· Submit a proposed budget for the Vocational Program using the WSEA Budget Request Form each February 1.
· Provide articles for the WSEA web site and Newsletter as timely appropriate.
· Monitor District Chair activities and assist in finding District Chairs who will fulfill duties and responsibilities as outlined in this manual.
· Review the program and make recommendations to the Executive Committee.
· Ensure program information is available on the state website, waelks.org.
· Provide training for District and Lodge Chair to understand the WSEA Vocational Grant Program and the Joseph Darimont program along with its lodge requirements.
· Help establish deadline dates for the WSEA Vocational Grant Program.
· Review each Vocational Grant application to assure they qualify and ensure the lodge qualifies for the Joseph Darimont supplemental funds if requested.
· Prepare reports for the WSEA President and Vice President Liaison indicating program results and listing the four (4) winners of the WSEA grants, and a listing of the lodge matching grant winners. 
· Prepare letters to the winning students at the State level, grant the amount to be received and any other pertinent information necessary for receiving grant from the WSEA to their attending school utilizing the WSEA voucher process.
· Maintain accurate records of the Vocational Committee progress for the purpose of developing an electronic committee file folder. 
· Prepare a report to be presented to the General Session at the Summer Convention. Report will cover overall program accomplishments and results. 
· Introduce any First-Place awardees in attendance at the convention.
2.13 State Scholarship Vocational Grant Working Committee will:
· Be appointed by the State Vocational Grant Chair and shall consist of the District Chairs.
· Assist the State Vocational Grant Chair in reviewing the State Vocational Program and making recommendations to the State Executive Committee.
· Assist in compiling the necessary information for improvements to applications, etc., for the district and local lodge Chairs.
· Assist in conducting sessions at all conventions, workshops or wherever possible.


2.14 District Vocational Chair will:
· Be responsible for the overall operation of the State Vocational Program in their district.
· Arrange a District Workshop prior to the start of the school year. Distribute the Washington State Vocational materials necessary to the vocational program in their district. This can be in person or online
· Work to achieve 100% participation from lodges within their District.
· Coordinate with and report as necessary to the State Vocational Chair.
· Attend State Association conventions and workshops as feasible.
· Submit necessary District reports and any other special material requested by the State Vocational Chair.
· Contact lodge Chairs and offer assistance to furthering the enhancement of the State Vocational Program.
· Help the committee chair with judging 
2.15 Lodge Vocational Chair will:
· Attend District Workshops as feasible to ensure receiving current State Vocational information and other materials to further the vocational program.
· Identify yourself to local school officials immediately upon visiting the school.
· Obtain permission to discuss the State Vocational program with the High School Advisor, Counselors and other Vocational Instructors.
· Seek permission to place vocational program posters in highly visible places.
· Use every public relations tool available in your community, i.e.: local bulletins, public service radio announcements, community centers, youth activity centers. (Exhibit PR-1)
· Note that lodge monetary awards are required to be eligible for the Joseph Darimont supplemental grant monies from the Washington State Elks Association, as well as the lodge meeting set requirements.
3. PROCEDURE/REQUIREMENTS
· Students wishing to apply for the WSEA Vocational Grant Program will fill out the online application on the WSEA web site at waelks.org.
· Supporting documents will be uploaded with the online application form in .pdf format.
· Completed applications must be submitted online prior to the deadline date as set forth by the WSEA.
· Supplemental lodge Grants from the WSEA are at the discretion of each individual lodge. The State Association,  through the Joseph Darimont Grant, will supplement lodge grants up to $1,000.00 each for the top two applicants. Lodges utilizing the Joseph Darimont Grant will work hand in hand with the State Office to ensure the students school receives the grant funding and will meet the lodge requirements of the Joseph Darimont grant program. 
· State Vocational Grants of $5,000.00 each shall be awarded to the top four (4) applicants.  Lodges wishing for their lodge winners to participate in the State Vocational Program will encourage their applicants to submit online for consideration in the state judging process. 
· State Grants and the Joseph Darimont supplemental grants will be released to the school or program of the student's choice upon proof of enrollment from the institution. Proof of enrollment must be provided by the community college, etc., to the WSEA State Office.
· If the student has not utilized their State Vocational grant within seventeen (17) months after May 1 of the year awarded, said grant shall be voided.
· The Vocational Grant Grade Sheet example is supplied in this Vocational Instruction Manual. 
· A Committee Chair Judging Sheet is used to record each judge’s student standing compared with his or her peers.
· All information contained in the state Vocational Program must be handled in a Confidential manner at all times.
4. JOSEPH DARIMONT SUPPLEMENTAL GRANT LODGE REQUIREMENTS:
· Applicants are not required to participate in the WSEA Vocational Grant Program to be eligible for supplemental grants from WSEA.
· Exhibit J-2 can be used to submit for Joseph Darmont supplemental funds
· Lodge will offer a monetary award to their lodge vocational scholarship winners in the amount of $2000.00 for each winner to receive the full $1000 supplemental grant for each winner up to two per Lodge.  The monetary value of the lodge scholarship must be noted in the request for supplemental funds.
· A lodge offering between $1000 & $1999 scholarships will be eligible to receive $500 supplemental grant.
· A lodge offering under $1000 scholarships will not be eligible to receive supplemental grant money.
· Lodge will have sold a minimum of 50% of the state calendar raffle tickets allotted to their lodge prior to requesting supplemental grant funds.
· Lodge will have met the per-capita goals for the Elks National Foundation and the Washington State Elks Therapy Program for Children, Inc. prior to requesting supplemental grant funds.
---------GENERAL INSTRUCTIONS--------- VOCATIONAL GRANT APPLICATION – See www.waelks.org for current year application information and online submission forms.  Hover over About Us, then Programs, then Scholarships & Grants, then scroll down to Vocational Grants and click the red button

ALL APPLICATIONS BECOME THE PROPERTY OF THE WASHINGTON STATE ELKS ASSOCIATION.



VOCATIONAL GRANT AWARD
The grant may be used for tuition, fees, books and supplies at a Community College or Technical School located within the State of Washington. It may be used only for the usual and required costs of an applicant’s planned course of study and will be paid directly to the school they will be attending.

WHO MAY APPLY:
Any graduating Senior High School student and/or General Education Development student, who is a U.S. Citizen, receiving a diploma or certificate during the current program year and planning to pursue an eligible Vocational/Technical Course, above and supplemental to High School or Preparatory School, may apply.

DEFINITIONS:
Profession versus Vocation:
While the terms profession and vocation are often used interchangeably, the following is provided as a general guide when reviewing applications:

A profession is one that is typically earned through a four year or longer course of study at the university level. Examples are accounting, law, teaching, architecture, nursing, pharmacy, medicine, finance, the clergy and engineering.

A vocation is generally thought of as requiring a certain amount of physical skill along with technical knowledge. Examples are pipefitting, sheet metal, machinist, electrician, electronics, HVAC/heating and cooling specialist, auto and diesel mechanic, body and fender specialist, insulator, bricklayer, carpenter, cement mason, insulator, barber, hair stylist, etc. Technical knowledge is normally attained through a trade school or community college. Some trade schools offer a program that exceeds the normal two-year degree from a community college.

This list is not all inclusive but is provided as general guidance when determining whether a person should be applying for a Most Valuable Student scholarship or a Vocational Grant.
INSTRUCTIONS:
· Applications and all supporting documents must be in English and submitted online at waelks.org.
· Incomplete applications may become ineligible.
· Late applications will not be considered. Due date is the first Friday in February.
· Letters of recommendation must be scanned originals in .pdf format, and no more than one side of a single sheet of 8.5” x 11” paper, signed and dated by the author and include the author’s contact information.
· Any supporting documents shall be submitted online in .pdf format 
Items to be Included:
A. Online application form. 
B. Statement by the applicant of not more than 250 words, summarizing their activities, accomplishments, needs and objectives which the applicant thinks qualifies them for a grant.
1. The applicant must state their career goal.
C. Letters of recommendation from educators in authority from schools attended by the applicant should cover applicant’s ability, schoolwork habits, leadership, personality and integrity. 
JUDGING IS BASED ON THE FOLLOWING:
1. MERIT – grades, accomplishments, etc.
2. COMMUNITY – service to the local community 
3. ACTIVITIES – extracurricular activities within or outside of school
4. ENDORSEMENTS – Parent/Guardian/School/Employer/Community Leader/etc.
Grant Recipient Information:
· Vocational Grant expires 17 months from the date of the award.
· Payment will be made directly to the school after proof of registration.
· Grant is subject to cancellation or withdrawal if student’s conduct is contrary to common law / morality.
· The recipient must be willing to have their name used in articles and photos related to this Grant Award.
Application Tips:
Start the application process early. Visit waelks.org to find the Elks lodge nearest to where you live. Contact the lodge for help with the application process.
Read the Instructions. We include them for your benefit; knowing exactly what you need to do will make the application process go faster and easier.
Don’t forget to save a copy of everything you submit.

DEADLINES FOR VOCATIONAL SCHOLARSHIP PROCESS
NO LATER THAN THE FIRST FRIDAY IN FEBRUARY. Applications from the students MUST BE submitted through the Washington State Elks Association website, waelks.org, regardless of the applicant utilizing a lodge application system.
LOCAL LODGE JUDGING
NO LATER THAN THE THIRD FRIDAY IN FEBRUARY The State Vocational Scholarship Chair will email applications to lodges near applicants address for their own vocational grant purposes.  There is no requirement to send applications to lodges without their own grant program.

FINAL JUDGING
NO LATER THAN THE FIRST FRIDAY IN APRIL The Vocational Grant Committee Chair and their working members will judge each application and mark on their scoring sheet. Scoring is dependent on the number of applications. Final scores will be tallied by the State Vocational Grant Committee Chair who will designate the 4 recipients of the State Vocational Grants.

ANNOUNCEMENT
NO LATER THAN THE WSEA APRIL QUARTERLY MEETING The State Vocational Scholarship Chair will report to the WSEA membership at the quarterly meeting that the award period is complete, report on the successes and failures of the year’s program and prepare for announcing the final winners at the upcoming summer convention in June.

Please note: These dates are subject to change each year.


STATE  VOCATIONAL GRANT  CONTEST GRANTS

	STATE GRANTS
	AWARDS

	Name        
	$ 5,000.00

	Name
	$ 5,000.00

	Name
	$ 5,000.00

	Name
	$ 5,000.00

	Sub-Total
	$20,000.00


     Joseph L. Darimont Grant		(TBD)
Please note: These amounts are subject to change each year.
A new list will be published each year and distributed as necessary.





VOCATIONAL GRANT AWARD APPLICATION ITEMSExhibit A-1

Prepare these items for your Online Application at WELKS.ORG
Personal Information
· Full legal name, mailing address, phone number, email, age, gender (male or female)
· Citizenship – if naturalized where and when?
Current Schooling Information
· Name and address of High School or General Education Diploma school
· Name and address of any other schools attending at same time as above
· Year Graduation from above school will happen
· Accumulated grade point average at time of application
Future Schooling Information
· Name, address and contact information for the school the grant money would be applied to
· The Vocational/Technical School/Community College or Other School you will be attending.
· Course title and date course study will begin and end
· Approximate cost of program
· What type of accreditation the course will produce once completed – Degree, Diploma, Certificate, etc.
Other Information (uploaded in .pdf format)
· Statement from applicant – 250 words or less
· Statement from parent or guardian – 250 words or less
· Your employment record – maximum of previous 3 jobs.
· The business address, phone, email, contact person and dates of employment.
· Your community service items for consideration
· Your extracurricular activity items for consideration.
· Endorsements from School Officials, Employers or Community Leaders for consideration.
· Maximum of 2 each (total 6)



VOCATIONAL GRANT PROGRAM WORKING COMMITTEE VERIFICATION SHEETExhibit J-1

Student’s Name: 	
School Attending: 	
ITEM		COMMITTEE VERIFICATION 
Applicant #1	Applicant #2	Applicant #3
	A. Application Complete
	
	
	

	B. Applicant’s Statement  (250 words max)
	
	
	

	
C. Parent’s Letter (250 words max)
	
	
	

	D. Letters of Endorsement from Educators of school attended (not more than 2)
	
	
	

	E. Letters from responsible persons in the community (not more than 2)
	
	
	

	F. Grade Record / Work Record (maximum three (3) years)
	
	
	

	G. Exhibits and Endorsements

	
	
	

	
	
	
	


JUDGING INSTRUCTIONS
Judges will review all available information on the applicant and place each applicant the order of placement the judge deems appropriate with 1 being the best, 2 being second best on down to the final applicant being judged.  There is not a scoring matrix to follow, each judge is expected to discern which applicant they feel is best based on the materials given them by the applicant with consideration to their merit, community service, activities and endorsements from community members.  Each judge will weigh the applicant through their own lens.
EXAMPLE VOCATIONAL JUDGING SHEET
	STUDENT’S NAME
	JUDGE #1
	JUDGE #2
	JUDGE #3
	JUDGE #4
	JUDGE #5
	TOTAL SCORE
	PLACEMENT

	MARY ABLE
	1
	2
	1
	3
	2
	9
	FIRST

	PAT BAKER
	2
	1
	2
	2
	3
	10
	SECOND

	KAY FOX
	3
	3
	4
	1
	1
	12
	THIRD

	BETTY GEORGE
	4
	4
	3
	4
	4
	19
	FOURTH

	
	
	
	
	
	
	
	



WSEA JOSEPH DARIMON PROGRAM LODGE INFORMATION SHEETExhibit J-2


Lodge Name: 	 #:	 Chairman:	 District:	

FORWARD THIS FORM WITH YOUR FIRST PLACE & SECOND PLACE AWARD WINNERS
To our State Chair by the first Friday in March, whether or not students within your lodge jurisdiction submitted any application for judging.
GRADUATING SENIOR STUDENTS AND/OR GENERAL EDUCATION (GED) STUDENTS
1st Place Name:		

Address:	 City:	 ZIP:	

Phone Number:  (	)		School Attended:	

2nd Place  Name:	

Address:	 City:	 ZIP:	

Phone Number:  (	)		School Attended:	

Report on Elkdom’s Volunteer, Youth, Charitable and Community Service



Number of Applications submitted to lodge for Judging:	Total Number: 		

Number of Awards presented by your lodge:	   	Total Number:	 		

Please list the dollar amount of each Award given by lodge:

First $		Second $		Total $	

Please state the number of persons 	and hours 	along with the miles 		 involved in promoting and judging at your lodge, including your own hours 	, miles 		and any out-of-pocket expense of $	towards the Vocational Grant Program. Include school visitations, judging and award ceremonies, etc.
Will you continue as Lodge Vocational Chair next year?	Yes		No	

Comments:  Use separate page if necessary


Exhibit PR-1

EXAMPLE OF A PRE-PUBLICITY NEWS RELEASE

(Use Your Own Lodge Letterhead)


Contact:	Bob Elk, Lodge Vocational Chair
	Lodge #	 
Street Address
City, State, Zip Phone Number

FOR IMMEDIATE RELEASE


   Date:

The 	Elks Lodge #  _  is promoting its annual Washington State Elks Vocational Grants Program. Four grants for $5000 each will be offered by the Washington State Elks and our local lodge will also offer (number) grants of $	_______.  Top lodge applicants may be eligible for a $500 or $1000 supplemental grant to the lodge awarded funds from the Washington State Elks Association Joseph Darimont program.
The Vocational Grant Program is open to any graduating senior or U.S. Citizen who is graduating from High School or obtaining a GED and plans to pursue an eligible Vocational/Technical Course. 
In addition to being a U.S. Citizen, applicants must be current residents of the State of Washington on the date this application is filed.
Applications are submitted online at waelks.org. 

Deadline for entry is the first Friday this coming February.




Exhibit L-1

LODGE LETTERHEAD

Date:
Dear (School Official),
The Washington State Elks Association Vocational Grant Program provides scholarships for eligible graduating high school seniors and General Education Diploma recipients who plan to pursue an eligible vocational/technical course above and supplemental to high school or GED schooling.
Requirements for the Vocational Grant Program include:
1. The applicant must be a U.S. Citizen on the date the application is filed.
2. The applicant must plan to attend a community college or vocational/technical training school in Washington State.
3. The applicant must be a graduating high school senior or General Education Diploma student graduating during the current program year.
4. The applicant must plan to pursue a technical or vocational course culminating in an associate degree, diploma or certificate.
5. The grant may only be used for tuition and fees or books and supplies at a Washington state community college or training school. It may only be used for the usual and required costs of the applicant’s stated planned course of study and must be paid directly to the school.
After the above criteria, applicants will be judged on scholarship, citizenship, community service, general worthiness through statements and endorsements uploaded with their application.
All applications, properly executed, must be submitted online at the Washington State Elks Association website, waelks.org. 
IMPORTANT
All applications are submitted online at waelks.org and may be reviewed by the Local Elks Lodge Scholarship/Vocational Chair and will be judged by the Elks Lodge Scholarship/Vocational Committee. 
Similar awards are available from our local lodge in the amount of $_________.  Supplemental grants from WSEA’s Joseph Darimont program can increase this lodge amount by $500 to $1000.
The top two applicants from each lodge will be forwarded to the District Level of the Washington State Elks Association. Winners at this level will be advanced to the Washington State Elks Association contest for state awards.
Similar awards are available at the State level.  4ea $5000 grants are awarded to state winners.
The Washington State Elks Association Vocational Grant Program Scholarship Award deadline is no later than the first Friday in February.
This date is strictly observed to allow ample time for local lodge, District and State judging. Applications submitted online after this date will not be accepted or judged.
Thank you for your dedication to students and your help in encouraging qualified applicants. Sincerely,
name, (lodge chair)
Lodge Name
Lodge Address
Contact Phone and Email
36

