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Fort Bend County Master Gardeners, Inc.

OPERATIONS MANUAL

1. Operations Manual Overview

Definition: This Operations Manual outlines the details of the administration of the Fort Bend
County Master Gardeners, Inc. (hereinafter called “FBCMG”). The manual can be adopted or
changed as any ordinary action of the Board of Directors.

Purpose: This Operations Manual embodies the rules for the governance of the Board of
Directors and committees. It is supplementary to the Bylaws of FBCMG. The Articles of
Incorporation of FBCMG and Bylaws shall take precedence over the provisions of this manual.

Additions, Corrections, or Changes to the Operations Manual:
Additions, corrections, or changes to the Operations Manual may be adopted by a majority
vote of the Board of Directors at any regularly scheduled Board meeting.

2. Office

1402 Band Road

Suite 100

Rosenberg, TX 77471
Phone: 281.341.7068
Fax: 281.633.7070

Web Address: www.fbmg.com

3. Dues

Dues shall be $15.00 per year and payable for the following year by the last day of December
each year. If dues are not paid by December 31st, then all privileges afforded a member are
rescinded until dues are paid. Dues are non-refundable.

4. Extension Service Advisors
A. County Extension Agent (CEA) - Horticulture
B. Master Volunteer Coordinator, Fort Bend County
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5. Officers and Duties

A. President

1.
2.
3.
4.

5.

9.

Preside at all meetings of FBCMG.

Serve as Chair of the Board of Directors.

Nominate, subject to the Executive Committee's approval, Standing Committee
Directors.

Nominate, subject to the Executive Committee’s approval, the Chairpersons of

Special Committees.

Be an ex-officio member of all committees with the Exception of the Nominating
Committee, Election Committee and Audit Committee.

6. Sign all Board-approved documents that may be legally binding on the Chapter.
1.
8. Work with the Treasurer to develop an annual budget for approval by the Board of

Sign checks in the absence of the Treasurer.

Directors.
Become Immediate Past President upon completion of term as President.

B. Vice President

1.
2.

3.

Assist the President and act for the President in his or her absence.

Succeed the President in office if the position becomes vacant, during the term of
office.

Sign checks in the absence of the Treasurer.

C. Secretary

1.
2.

3.
4.

©

10.
11.

Conduct all necessary FBCMG correspondence.

Notify board members seven days in advance of regularly scheduled Board
meetings.

Notify board members of special meetings called by the Executive Committee.
Record, publish and preserve the minutes of all meetings of the Board of
Directors, Executive Committee meetings or special meetings.

Furnish the minutes to all Board members and make them available to other
FBCMG members when requested.

Keep a record of attendance at each Board meeting and whether a quorum is
present.

Report action taken by the Executive Committee on behalf of the Board within
one day of the action being taken.

Sign checks in the absence of the Treasurer.

Keep minutes at each membership meeting where officers are elected or Bylaws
amendments are considered.

Maintain the Operations Manual and serve on the Governance Committee.
Maintain the historical records of the Chapter pertaining to election of officers.

D. Treasurer

1.

Serve as custodian of all funds.
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10.

11.

Maintain budget and accounting records.

Receive all dues and monies for FBCMG and maintain them in a separate bank
account.

Keep an account of all income, expenses, disbursements and other financial
matters.

Pay all bills, upon receipt of a written statement or receipt, in a manner consistent
with spending plans and budgets approved by the Board of Directors.

Present a monthly financial report to the Board of Directors.

Make an annual financial report to the membership.

Work with the President to develop an annual budget for approval by the Board
of Directors.

Present bank statements and financial reports to the Audit — Financial Review
subcommittee on or before the 10" business day following the last day of each fiscal
quarter.

Present the financial records for audit on or before January 31 of the year
following the fiscal year to be audited.

Submit all annual financial records and audits as required by law.

6. Other Board Members and Duties

A. Past President

1.

2.
3.
4.

Assist the President.

Chair the Nominating Committee.

Provide continuity from prior Board of Directors

In the absence of a past-president, the president will nominate for Executive
Committee approval a Full member in good standing, who is not currently an officer
of the Board, to chair the Nominating Committee.

B. Fort Bend County Extension Service Staff — Additional Duties

1.
2.

3.

Advise, recommend, and inform FBCMG on appropriate business.

Facilitate opportunities for FBCMG volunteers to exercise initiative and judgment
within proper measure of autonomy when coordinating events and activities.
Participate in event planning and attend events when possible or when identified as
necessary through the planning process.

C. Directors of Standing Committees

1.

Awards Committee

a. Organize and direct FBCMG efforts to recognize the accomplishments of
FBCMG and its members.

b. The Director — Awards will serve as chair and appoint FBCMG full members in
good standing and associate members to the Committee. The Awards
Committee may be organized by the chair in any manner, with subcommittees,
task forces. or individuals.

c. Responsibilities include, but are not limited to, organization of an annual
recognition program for FBCMG members, coordination of efforts to produce and
submit award applications to the Texas Master Gardener Association, Inc., and,
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at the direction of the Board, efforts to attain recognition for FBCMG from other
organizations and public entities.

2. Communications Committee

a. Establish and maintain effective communications about FBCMG

b.

activities with the community and among FBCMG members.

The Director — Communications will serve as chair and appoint FBCMG full
members in good standing and associate members to the Committee. The
Communications Committee may be organized by the chair in any manner, with
subcommittees, task forces, or individuals.

Responsibilities include, but are not limited to, preparation and distribution of press
releases to inform the community about FBCMG activities, creation and
distribution of a newsletter to members, and maintenance of the FBCMG website.

3. Community Relations Committee

a. Establish and direct FBCMG programs and activities intended to benefit the

b.

public, age 19 and older.

The Director — Community Relations will serve as chair and appoint FBCMG full

members and associate members to the Committee. The Community

Relations Committee can be organized by the chair in any manner, with

subcommittees, task forces, or individuals.

Responsibilities include, but are not limited to:

1. Arranging educational programs for membership meetings.

2. Arranging special education events for members such as tours, advanced
training seminars, demonstrations, and clinics.

3. Directing a Speakers Bureau comprised of FBCMG members as a resource
for presentations to the public. See Section 31, Speakers Bureau Guidelines.

4. Directing the Green Thumb Seminars and other educational programs
specifically intended to benefit the public. See Section 32, Green Thumb
Guidelines.

5. Assisting the County Extension Agent — Horticulture in staffing the Fort
Bend Master Gardener Hotline as a resource for answering horticultural
guestions from the public.

6. Coordinating with the Youth Activities Committee to direct Plants in the
Classroom and other programs intended to benefit teachers.

7. Coordinating with the FBCMG Entomology Group to ensure that the results of
research efforts are shared for the benefit of members and the public.

4. Fund-raising Committee

a.

b.

C.

Organize and direct FBCMG fund-raising activities intended to raise money for
use in FBCMG programs and activities.

The Director — Fund-raising serves as chair and appoints FBCMG full members in
good standing and associate members to the Committee. The Fund-raising
Committee can be organized by the chair in any manner, with subcommittees,
task forces, or individuals.

Responsibilities include, but are not limited to, organization of annual plant sales
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d.

and the In the Garden Seminar.
Ensure that budgets for every fund-raising event are prepared and reviewed by at
least one Board member in advance of each fundraiser.

5. Greenhouse Committee

a. Responsible for the programs and activities involving the Greenhouse on the

b.

Fort Bend County Extension grounds.

The Director — Greenhouse serves as chair and appoints FBCMG full members
and associate members to the Committee. The Greenhouse Committee can be
organized by the chair in any manner, with subcommittees, task forces, or
individuals.

Responsible for coordinating with the Horticulture Agent on issues such as
diseases, pests, and irrigation programs.

Responsible for ensuring that volunteers follow published Extension Grounds
Procedures (Appendix A) and Greenhouse Operating Procedures (Appendix B) for
work done in the Greenhouse.

6. Landscape Committee

a. Responsible for the overall planning, implementation, and maintenance of the

b.

C.

d.

e.

Demonstration Gardens on the Fort Bend County Extension grounds.

The Director — Landscape serves as chair and appoints FBCMG full members
and associate members to the Committee. The Landscape Committee can be
organized by the chair in any manner, with subcommittees, task forces, or
individuals.

Responsible for coordinating with the Horticulture Agent on issues such as
diseases, pests, and irrigation programs.

Responsible for ensuring that volunteers follow published Extension Grounds
Procedures (Appendix A) for work done in the Demonstration Gardens.
Responsible for coordinating with the Horticulture Agent relating to changes,
including additions and deletions, in the landscape.

7. Member Relations Committee

a.

b.

Establish and maintain contact with full members, associate members,

lifetime members and honorary members of FBCMG.

The Director — Member Relations serves as chair and appoints FBCMG full
members and associate members to the Committee. The Member Relations
Committee can be organized by the chair in any manner, with subcommittees,
task forces, or individuals.

Responsibilities include, but are not limited to, management of all member contact
information, conducting the annual membership renewal campaign, and supplying
member contact information for the purposes of elections.

8. Youth Activities Committee

a. Establish and direct FBCMG programs and activities intended to benefit

the public under the age of 19.

b. The Director — Youth Activities will serve as chair and appoint FBCMG full
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members and associate members to the Committee. The Youth Activities
Committee can be organized by the chair in any manner, with subcommittees,
task forces, or individuals.
c. Responsibilities include, but are not limited to:
1. Directing Junior Master Gardener activities at the request of
schools and other organizations sponsoring public gardens
and programs designed for youth education and enrichment.
These activities include educational programs, advising on
educational horticultural activities, and garden design.
2. Coordinating with the Community Relations Committee to
direct Plants in the Classroom and other programs intended
for the benefit of teachers.
3. Providing an overview of the Junior Master Gardener
program to FBCMG Associates during each training session.

7. Special Committees
Special committees are formed for a particular and specific short term purpose.

A. Audit Committee Responsible for conducting the annual audit of the financial records
of FBCMG. The committee will be chaired by a Board member not currently serving as
an officer, and will include at least two other members in good standing who are not
currently members of the Board.

1. Financial Review Subcommittee Responsible for reviewing and certifying that the
financial reports accurately reflect the activity on the Chapter’s bank statements
each quarter. The subcommittee will be made up of at least one member in good
standing not currently serving as a member of the Board.

B. Nominating Committee Responsible for proposing the annual ballot of officers. The
committee will be chaired by the Immediate Past President and will include two other
members in good standing, at least one of whom is not currently serving on the Board.
In the absence of a past-president, the president will nominate for Executive Committee
approval a full member in good standing, who is not currently an officer of the Board, to
chair the Nominating Committee.

C. Election Committee Responsible for conducting the election of officers by ballot of
eligible members present at the November membership meeting as well as Bylaws
amendment votes. The committee will be chaired by a member of the Board who does
not hold elected office and will include two individuals from the membership at large.

D. Governance Committee Responsible for reviewing and proposing changes to the
Operations Manual as needed. The committee will include the current Secretary, the
past Secretary, and at least one other member in good standing.

Page 8 of 32 FBCMG Operations Manual —Nov 30, 2005
Revised May 12, 2009



E. Other Special Committees Can be formed by the Board as needed to address
specific tasks or purposes.

8 Initial Certification Process

A. Requirements To become a certified Master Gardener in Fort Bend County, a
volunteer must complete the following:
1. The state committee approved curriculum, by attending all classes and passing the
required tests, and
2. A minimum of 60 hours of approved volunteer service, excluding travel time.

B. Timetable for Initial Certification Each class has at least seven months to complete all
requirements to become certified. The graduation date (the date by which certification
requirements must be completed) is published for each class and is made known to all
participants in each class.

C. Extenuating Circumstances The Master Volunteer Coordinator may extend the time
allowed for a member to become certified for extenuating circumstances such as
serious illness or disability.

D. Certification Recognition A volunteer will be presented with a Fort Bend County
Master Gardener certificate and permanent name tag at the class graduation
ceremony.

9. Re-Certification

A. Requirements In order to maintain certification as a Fort Bend County Master

Gardener, a volunteer must complete the following:

1. A minimum of 12 hours of advanced training, and

2. A minimum of 24 hours of volunteer service hours each year. Eight of the 24
hours must be obtained by working in either the Hotline or the demonstration
gardens, or a combination of the Hotline and the demonstration gardens.

3. Volunteer hours required for certification will not be changed without the prior
consent of the Fort Bend County Extension Director.

B. Travel Travel time will not be counted toward hours unless otherwise specified
by the Master Volunteer Coordinator.

C. Timing The time period for logging and reporting hours for recertification hours runs
from December 1 through November 30.
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10. Volunteer Service

11.

12.

A.

Volunteer service is intended to increase the availability of horticultural information to
the community and improve the quality of life through horticultural projects.

The Master Volunteer Coordinator authorizes work that can be accepted as volunteer
hours.

Only approved volunteer hours should be submitted on timesheets for certification or
recertification credit.

Advanced Training

A.

B.

Advanced training is intended to better equip members for volunteer service.

The Master Volunteer Coordinator authorizes work that can be accepted as advanced
training.

Only approved advanced training opportunities should be submitted on timesheets for
certification or recertification credit.

Attendance Sheets
Attendance Sheets are used to record information about activities and participation at
events coordinated by the FBCMG program.

A.

Master Gardeners and Master Gardener Associates must sign in at events on the
Attendance Sheets.

Attendance Sheets should be completed by the Chair, Co-Chair, or organizer of an
event and should include the Objectives and Goals information on the back of the form.
Attendance Sheets must be turned in to the Master Volunteer Coordinator before the
end of each month.

13. Recording Hours

A.

B.

Frequency of Reporting Hours for volunteer service and advanced training should be
recorded electronically or in hard-copy on the appropriate timesheet provided (Appendix
C). Timesheets should be submitted to the Master Volunteer Coordinator monthly.

Partial Hours Hours should be tracked to the quarter hour only and posted on the
timesheets in decimal format (15 minutes = .25, 30 minutes = .50, and 45 minutes =
.75).
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14. Master Gardener Title

15.

16.

17.

18.

The title, Master Gardener to the Texas Master Gardener Association, is to be used
only by individuals trained through their local recognized Master Gardener
organization. The Master Gardener title may not be used for advertising or other
business, personal, or professional purposes. The Texas Master Gardener program
is a public service program operated by Texas AgriLife Extension Service to provide
accurate, unbiased gardening information. The Master Gardener title may not be
identified with any particular political viewpoint and may not be used by groups or
individuals as they participate in political advocacy. The title is to be used only when
doing unpaid volunteer work associated with and approved by the program.

Master Gardener Recommendations
A. All recommendations must be formulated based on University backed research.

B. Any member volunteering on the Fort Bend Master Gardener Hotline must adhere to
the Master Gardener Pest Control Policy (Appendix D) and to the Fort Bend Master
Gardener Hotline Guidelines (Appendix E).

Soliciting Donations

In order to avoid duplicate requests, members and associates wishing to solicit
donations of goods or services on behalf of FBCMG must coordinate with and have
their efforts approved in advance by the Awards Director, Fund-raising Director,
Landscape Director, or the Master Volunteer Coordinator.

Member Contact Information

Information and announcements concerning meetings and other events will be
disseminated to members based on the last known e-mail, phone, or physical mailing
address. Members are expected to keep their contact information current by
notifying the Member Relations Committee Director of changes as they occur.

Expense Reimbursement and Vendor Payment

A. All expenditures that are not budgeted must be pre-approved by the Board.

B. Sales tax should not be applied to purchases and will not be approved for
reimbursement.

C. Vendors should be paid directly by FBCMG funds and not by members’ funds.
D. Expense reimbursements will be limited to $250. If the expenditure will exceed $250,
billing arrangements should be made with the vendor prior to the purchase, or an

FBCMG check, payable to the vendor for the amount of the purchase, should be
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19.

20.

21.

22.

obtained from the Treasurer prior to making the expenditure.
E. Expenses must be submitted for reimbursement within 30 days of the expenditure.

F. Expense reimbursements, accompanied by supporting receipts or documentation,
must be submitted on the Check Request Form (Appendix F).

G. Vendor payment requests, accompanied by supporting invoices, must be submitted on
the Check Request Form (Appendix F).

H. All Check Request Forms (Appendix F) must be approved and signed by the
appropriate Director before payment will be made. Requests for expense
reimbursement submitted by Board members must be signed by another member of
the Board of Directors.

Meeting Rooms
Requests for meeting room reservations on the Fort Bend County Extension Service
grounds should be made through the Master Volunteer Coordinator.

Background Checks

All Fort Bend County Master Gardener volunteers must submit to a Youth Protection
Standards background check in the form prescribed by sponsoring agencies as a
condition of registering for the Master Gardener class and for ongoing membership
(Appendix G). The cost of the background check will be included in class tuition and
will be collected from members as necessary for a background check every three
years.

Representation to Texas Master Gardener Associ  ation, Inc.

The Board will appoint two (2) members to serve as Delegates to the Texas Master
Gardener Association, Inc. (TMGA) who will attend quarterly TMGA meetings to
represent FBCMG. The Board will also appoint two (2) members to serve as
Alternate Delegates to TMGA to serve when a Delegate or Delegates may be unable
to attend.

The Board will authorize reimbursement of vehicle expense at $50 per vehicle, up to a
total of two (2) vehicles each quarter, for the two (2) Delegates and/or Alternate
Delegates to attend the four (4) TMGA meetings each year. One of these members will
report on the TMGA proceedings to FBCMG.

Master Gardener Specialist Training

FBCMG members in good standing may apply to the Horticulture Agent or the Master
Volunteer Coordinator for a recommendation to attend Master Gardener Specialist
Training. Such recommendation is required to register for Master Gardener Specialist
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23.

24,

25.

26.

Training offered by Texas A&M University.

The Board will authorize reimbursement of the registration fee for authorized attendance of
Master Gardener Specialist Training once an FBCMG member submits documentation
that he or she has completed the training and required service hours to become fully
authorized as a Master Gardener Specialist.

To become eligible for registration fee reimbursement from FBCMG, members must
complete at least twelve (12) service hours related to the Specialist Training received,
within the twelve (12) month period immediately following attendance of the Master
Gardener Specialist Training, which directly benefit FBCMG as determined by the Master
Volunteer Coordinator. A member will not be reimbursed for attending more than two (2)
specialist trainings in a twelve (12) month period.

A maximum of two (2) members will be eligible for registration fee reimbursement for each
Master Gardener Specialist Training. If more than two (2) members attend the same
specialist training and fulfill the requirements for FBCMG reimbursement, the Master
Volunteer Coordinator or the Horticulture Agent will determine by means of a lottery
drawing which two (2) Master Gardeners will be reimbursed.

Compliance with FBCMG Code of Ethics and Stand  ards of Conduct
All FBCMG members are expected to adhere to the Fort Bend County Master Gardener
Code of Ethics and Standards of Conduct (Appendices H and I).

Lifetime and Honorary Members
FBCMG currently has one Lifetime Member — Wayne Rhoden

FBCMG currently has no Honorary Members.

Approval for Projects Outside of the Extension Office or Grounds

Members considering a Master Gardener project that would be performed outside of the
Fort Bend County Extension Service office or grounds are advised that all such projects
must include education as a primary objective. Requests to approve any projects to be
performed beyond the Fort Bend County Extension Service office or grounds should be
submitted on the Fort Bend County Master Gardener Project Approval Form (Appendix J).

Responsibility for Operations Manual

The Governance Committee is responsible for periodically reviewing and updating the
Operations Manual at least once a year. The Secretary will serve as recorder of
changes and maintain the manual. Any proposed changes or additions will be subject
to Board approval.
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27.

28.

29.

30.

Master Gardener Honorariums and Mileage Reimbu  rsement

Honorariums given to FBCMG members who present programs on behalf of FBCMG in the
community are the property of FBCMG, Inc. This includes monetary compensation and
gift cards. In-kind items such as individualized mementos from an organization (e.g., a
patriotic wall hanging from a Rotary Club) may be kept by the individual presenter.

FBCMG will not reimburse FBCMG members for mileage when programs are presented in
Fort Bend County. For program arrangements that require travel outside of Fort Bend
County, FBCMG will require sponsoring organizations to reimburse the FBCMG volunteer
for mileage at the then current IRS mileage rate.

Ownership of Photographs Used in FBCMG Present  ations

In general, FBCMG will assume that photographs taken at FBCMG activities may be
used freely within the organization for posting on the FBCMG website, included in
seminars, classes, and Speakers Bureau programs, and used in award applications, etc.

All FBCMG volunteers will be asked to sign a release for video, film, and
photographs (Appendix K).

Ownership of Creative Educational Works for FB  CMG Use

Permission must first be obtained from the originator(s) of the work before using any works
not previously designated as being available for general use by FBCMG or its members.
FBCMG will not assume ownership of works without express written consent (Appendix L).
Proper credit will be given to the originator whenever the work is used.

Memorial Contributions
FBCMG strives to recognize and honor the memory of its members and others who
have had an association with or an impact upon the organization.

A. A contribution of $100 may be made to honor the memory of a certified member of
FBCMG. The master gardener must have been an active member in good standing at
the time of death. Memorial contributions will not be made to honor spouses, parents,
children, other relatives, significant others, or friends of Fort Bend County Master
Gardeners.

B. At its discretion and by a majority vote, the Board of Directors may elect to make a
memorial contribution of $100 in the name of an individual who has had a significant
association with or impact upon FBCMG.

C. In all cases, a majority vote of the Board of Directors will determine which
organization(s) or fund(s) will receive the donation.
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31. Speakers Bureau Guidelines
The FBCMG Speakers Bureau will serve to fulfill the requests for educational gardening
programs of interest to the community, as well as to promote the Fort Bend County Master
Gardener program.

A. The Speakers Bureau will be comprised of FBCMG members in good standing who are
approved by the Master Volunteer Coordinator and the Community Relations Director.

B. All Speakers Bureau presentations will contain research based scientific and
educational content and will reflect all appropriate references and credits.

C. The content of all Speakers Bureau presentations and materials will be reviewed and
approved by the Master Volunteer Coordinator and/or the County Extension Agent prior
to presentation. All presentations and materials will contain the appropriate Extension
Service logo and Texas Master Gardener logo.

D. The Speakers Bureau Program will be evaluated annually by the Community Relations
Director, the Master Volunteer Coordinator, and the FBCMG president to ascertain the
success of the preceding year.

E. An attendance sheet will be used at all presentations to obtain demographic information
as well as headcounts.

F. Evaluation sheets may be used to obtain information to better serve the community’s
interest in future programs.

G. Honorariums and mileage reimbursements for Speakers Bureau presenters are
addressed in Section 27 of the Operations Manual.

H. Ownership of Speakers Bureau presentations and materials is addressed in Section 29
of the Operations Manual.

32. Green Thumb Seminars Guidelines
The FBCMG Green Thumb Seminars will serve to provide educational gardening
programs of interest to the community, as well as to promote the Fort Bend County Master
Gardener program. The Seminars will offer programs to serve the needs of those who
may be interested in the Master Gardener program topics, but who, for various reasons,
may not choose to enroll in the Master Gardener course. It will be the intent of each series
of Green Thumb Seminars to rotate to a different locale in Fort Bend County each year.

A. The Green Thumb Facilitator will be responsible for coordinating the Green Thumb
Seminars and will report to the Community Relations Director.
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. Green Thumb presenters will be comprised of FBCMG members in good standing who
are approved by the Master Volunteer Coordinator and the Community Relations
Director.

. All Green Thumb presentations will contain research based scientific and educational
content and will reflect all appropriate references and credits.

. The content of all Green Thumb presentations and materials will be reviewed and
approved by the Master Volunteer Coordinator and/or the County Extension Agent prior
to presentation. All presentations and materials will contain the appropriate Extension
Service logo and Texas Master Gardener logo.

. Each series of Green Thumb Seminars will be evaluated annually by the Community
Relations Director, the Master Volunteer Coordinator, the Green Thumb Facilitator, and
the FBCMG president to ascertain the success of the preceding year.

. An attendance sheet will be used at all presentations to obtain demographic information
as well as headcounts.

. Evaluation sheets will be utilized to obtain information to better serve the community’s
interest in future programs.

. Honorariums and mileage reimbursements for Green Thumb presenters are addressed
in Section 27 of the Operations Manual.

Ownership of Green Thumb presentations and materials is addressed in Section 29 of
the Operations Manual.
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APPENDICES

Extension Grounds Procedures for all Master Gardeners and Associates
Fort Bend County Master Gardeners Greenhouse Operating Procedures
Time Reporting

Fort Bend County Master Gardener Pest Control Recommendations Policy
Fort Bend County Master Gardener Hotline Guidelines

Check Request Form

Volunteer Background Check Form

Fort Bend County Master Gardener Code of Ethics

Fort Bend County Master Gardener Standards of Conduct

Fort Bend County Master Gardener Project Approval Form

Video, Film, and Photographic Image Release Form

Release of Creative Educational Works for Fort Bend County Master Gardener Use
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Appendix A

AgriLIFE EXTENSION

Texas A&M System

TEXAS AGRILIFE EXTENSION SERVICE
Texas A&M System

Extension Grounds Procedures
For all Master Gardeners and Associates

Fort Bend County Master Gardeners, Inc.

1. Pruning of Plants and Trees
a. NO pruning or cuttings on any citrus/fruit trees unless approved by the Horticulturist.
Specific cutting date and procedure must be discussed prior to approval.
b. Cuttings from other gardens need approval from the Landscape Director, Landscape Co-chairs,

and the Chairperson of that garden.

2. Irrigation for all gardens and Greenhouse willbe m  anaged by the Irrigation Chairperson.
a. Changes in watering cycles in all the gardens are discussed with the Irrigation Chairperson and
changed only by him.
b. Changes in watering cycles in the Greenhouse must be discussed with the Greenhouse Director and

Irrigation Chairperson, and changed only by the Greenhouse Director and Irrigation Chairperson.

3. Garden Equipment

a. All hand tools must be cleaned and replaced in proper space after each use.

b. Power Equipment: Permission from the Horticulture Agent, Landscape Director, Landscape Co-
chairs, Master Gardener Coordinator, or Technical Assistant must first be obtained before using.

c. Chemicals: Permission from the Horticulture Agent, Master Gardener Coordinator, or Technical
Assistant must first be obtained before using.

d. No items of any kind may be stored in the barn without permission.

4. Ideas/suggestions regarding planning, designing and /or re-designing a garden
a. Mustfirst be reviewed by the Landscape Director, Landscape Co-chairs, and the Horticulturist.
b.  Submit plans to the Landscape Director, Landscape Co-chairs one week prior to the Board Meeting.
Board meetings are held the second Tuesday of every month.
c.  The Landscape Director or Landscape Co-chairs will present any changes to the design to the
Horticulturist and to the Board of Directors for approval.

5. No plants, seeds, parts of plants, containers or ma terials of any kind are to be added to or removed
from the Extension grounds without approval from th e Landscape Director, Landscape Co-chairs,
or Horticulturist.

6. Do not purchase or donate any type of plant/tree ma  terials for any Extension grounds gardens from
any nursery, plant store, or like-kind establishmen t without prior approval of the Landscape
Director and Landscape Co-chairs.

a. No funds, personal or otherwise, will be spent without prior approval of the Landscape Director and
Landscape Co-chairs.

b. Atthe Landscape Director’s discretion, additional spending approval must be obtained from the
Board of Directors.

7. No plants of any kind or nature will be pI  aced in the Greenhouse or Shade Rooms without appro  val
of Greenhouse Director.

a. Any seedling starts or grafting placement must be discussed with the Greenhouse Director.
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Appendix B

Greenhouse Operating Procedures

Fort Bend County Master Gardeners, Inc.

The Fort Bend County Master Gardeners Greenhouse is a support facility for the use of Master
Gardeners to provide an environment for education and to enhance knowledge of plants and gardening
in Fort Bend County.

Purpose:

The purpose of the Fort Bend County Master Gardeners Greenhouse and Shade Room facilities is to:
Provide facilities to grow plants/trees to benefit the FBCMG program
Train and educate Master Gardeners on the benefits of the Greenhouse/Shade Room
facilities
Provide areas for Master Gardeners to develop seedlings and plants for the various gardens
on the site grounds
Develop skills in plant propagation and growth
Provide plants and trees for educational programs

Greenhouse and Support Facilities:
The Greenhouse contains all of the support facilities and materials including:
Preparation area
Water system
Mist tents
Controlled temperature environment
Labels
Fertilizer, storage, and mixing areas
Shade Room
Various potting media
Common fertilizers
Standard pots and flats

Hours of Operation:
The normal working hours for the Greenhouse are 8:00 am to 4:30 pm Monday through Friday.

Visitors:
Visitors are welcome, but must obtain permission from the Master Gardener Volunteer
Coordinator.
Children must be under adult supervision.

Greenhouse Committee:
The Greenhouse Committee is composed of the Greenhouse Director(s), Chairperson, and Master
Gardeners. Their responsibilities include, but are not limited to:
Participating on a regular basis by helping coordinate and working on Greenhouse activities
Making recommendations for utilization of Greenhouse facilities
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Making recommendations on policy as necessary

Being aware of the current budget

Assisting in preparation of future budget

Monitoring conditions of Greenhouse, Shade Room, and plant life (e.g., checking for pests,
disease, and water requirements, etc.)

Greenhouse Chairperson:
The Greenhouse Chairperson supervises and participates in the proper care of plants grown in the
Greenhouse to include:
Ensuring Greenhouse users are knowledgeable of operational procedures
Training, supervising, and scheduling of all volunteers
Programming, monitoring, maintaining, and adjusting all environmental controls
Coordinating space assignments and maintaining records on assignments
Reviewing Greenhouse User Log Book to ensure documentation on projects is recorded
regularly
Coordinating routine maintenance
Maintaining a stock of common supplies
Approving installation of any supplemental equipment
Ensuring the Greenhouse and Shade Room are clean and orderly

Greenhouse Users:
Users are responsible for:
- Signing in and out on a regular basis
Keeping Greenhouse User Log Book up to date on activities
Planning and maintaining projects
Maintaining plants within their assigned areas including potting/repotting, pruning, fertilizing,
and monitoring insect/disease control and water
Ensuring frequent and direct interaction with the Greenhouse Chairperson
Submitting requests for space in advance of anticipated start dates
Obtaining approved non-stock materials and supplies as required (Approval is coordinated
through Greenhouse Chairperson)
Labeling stored items properly in the freezer/refrigerator with user’'s name and date of
storage (Storage of food and drinks is prohibited)
Maintaining projects in a professional manner by keeping areas neat and clean
Disposing of all waste properly in trash containers
Notifying Chairperson of any pests or disease problems (Action will be taken by the
Chairperson)
Becoming familiar with Greenhouse policies and procedures
Washing and/or sanitizing tools used in the Greenhouse
Returning tools to their proper storage area

Available Supplies and Services:
A supply of standard growing media and containers will be provided to include:
Various potting media
Common fertilizers
Labels
Standard pots and flats
List of services/help

Approved February 14, 2007
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Appendix C — Time Reporting (Excel Spreadsheet)

Fort Bend County
Master Gardeners Inc.

2007 Record of Hours - Master Gardener

Dec 2006

Name:
Class:
Time| Time| Garden| Hotline [ Vol. Adv. Running | Running | Running | Running | Running
Date Activity Start| Stop| Time | Time | Time | Train'g [ |Grdn TimeHotine Timg Vol. Time |Adv.Train'g]  Total
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
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Appendix C — Time Reporting (Manual Form)

Fort Bend County

Master Gardeners, Inc.

Record of Hours - Master Gardener

Fort Bend County

Master Gardeners, Inc.

Name: Name:
Class: Class:
Current Current
Year: Year:
DATE ACTIVITY TOTAL DATE ACTIVITY TIME TIME | TOTAL
M/D/YR HRS. M/D/YR START | STOP
Total Total
Master Gardener Copy Hours Office Copy Hours
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Appendix D

Master Gardener

Pest Control Recommendation Policy
Texas A & M University
Fort Bend County Master Gardeners, Inc.

Protection of the environment and human health concerns everyone. In order to reduce the misuse of pesticides
and to promote safe and effective pest control methods, Fort Bend County Master Gardeners, Texas A & M
University (TAMU) are asked to subscribe to the following policies. This contract will serve as a formal basis for
Master Gardener involvement in pest control recommendations.

1.

Signature: Date:

Print your name:

| understand that as a Master Gardener, my pest control recommendations must be limited to home, lawn
and garden problems; questions concerning commercial crop production, commercial pest control and
pesticide liability are to be referred to the County Extension Agent.

| understand that as a Master Gardener, | may only recommend a chemical for home and garden pest
control if that use has been approved by TAMU. TAMU recommendations of chemicals registered for
home and garden use are contained in current Extension Bulletins.

| understand that as a Master Gardener, | may only recommend biological control organisms for home
and garden pest control if that use has been approved by TAMU and is contained in current TAMU
AgriLife Extension publications.

| understand that as a Master Gardener, | will provide both chemical and non-chemical pest control
recommendations as listed in TAMU Extension publications and allow the client a choice of strategies.

| understand that pesticides must be applied with care and only to plants, animals or site listed on the
label and recommended by TAMU. When mixing and applying pesticides, all label precautions must be
followed to protect the applicator, other persons and the environment. It is a violation of law to disregard
label directions. If there is any apparent conflict between label directions and the pesticide uses
suggested by TAMU publications, the County Extension Agent must be consulted for clarification
purposes.

| understand that as a Master Gardener, | am not required to be a licensed pest control consultant to
recommend pesticides registered for home and garden use.

| understand that as a Master Gardener, | am considered a volunteer representative of TAMU. Therefore,
TAMU will assume liability of my pest control recommendations, but only if my recommendations are
limited to control measures that are approved by TAMU for home and garden and listed in TAMU AgriLife
Extension publications.

Yes, as a TAMU Master Gardener, | will subscribe to the above requirements.

No, | cannot subscribe to the above policy, and | understand that | therefore cannot be certified as a
TAMU Master Gardener.
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Appendix E

Hotline Guidelines

Fort Bend County Master Gardeners, Inc.

Base ALL recommendations on scientifically based research.
Recommendations should follow the Integrated Pest Management (IPM) approach:

1st— Cultural Solution — recommend practices that promote good plant

health and plants that grow well in this area.

2nd _ Mechanical Solution — recommend removal of the damaged or diseased
plants.

3rd _ Organic Solution — recommend approved organic solutions.

4th

" Pesticide Solution — recommend the least toxic chemical for the problem.

If possible, give clients numerous options for solutions and leave the final choice
up to them.

ALWAYS remind clients that they need to follow the directions listed on package
labels.

If you are not positive about an answer, double check with a more experienced
Master Gardener or the Horticulture Agent. It is always fine to say you do not
know. Follow this up by taking down contact information (phone, address or email)
and telling the client that you will find someone who does know and then get back
to them. Many times, a description over the phone may not be enough to properly
identify a problem. Suggest that the client bring in or mail a sample to the office.
Master Gardeners do not make site visits for time, safety and liability reasons.

DO NOT:
- Make commercial or agricultural recommendations.
- Refer callers to non-research based information.
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Appendix F

Fort Bend County Master Gardeners, Inc.
1402 Band Rd, Suite 100, Rosenberg, TX 77471 Phone: 281-341-7068 Fax: 281-633-7070

Check Request Form

Amount of Check:

Date Requested:

Make Check Payable to:

Committee:

Committee Chairperson (Print Name):

Mailing address, if this is a reimbursement:

Board Director's Authorization (Signature Required Before Submittal):

Detail of Check Request:

Description Amount Event or Purpose of Purchase
Description Amount Event or Purpose of Purchase
Description Amount Event or Purpose of Purchase
Description Amount Event or Purpose of Purchase

Treasurer's Use Below:

Check # Issued:

Check Date:

Amount: Account:
Amount: Account:
Amount: Account:
Amount: Account:

Date mailed/delivered:

Note: ALL check requests MUST be accompanied by ap

Please staple receipts to the BACK of this form.

propriate receipts or documentation.

Please contact Peg Turrentine at peturrentine@comcast.net with any questions.
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Appendix G

E-446
3-08
CONFIDENTIAL
Volunteer Application Form
And consent for criminal background history check authorization/waiver
To be completed by Extension program volunteers (ENP, BLT, etc.) and Master Volunteers only.
Please print:

1. APPLICANT'S FULL, LEGAL NAME 2. COUNTY
3. ADDRESS 4. CITY ZIP
/ /

5. FIRST 5 DIGITS OF SOCIAL SECURITY NUMBER 6. DATE OF BIRTH

7. DRIVER'’S LICENSE NUMBER (optional) 8. GENDER (circle one)  Male / Female

9. Are you of Hispanic ethnicity? Yes / No 10. VOLUNTEER PROGRAM AREA
RACE (circle one) White / Black / Asian / American Indian
Alaskan Native / Native Hawaiian / Pacific Islander

Previously Screened
11. | verify that | have been previously screened including a criminal background check and PASSED. Yes No
If yes, by who? When (Year):
For what purpose?
Did you pass? If not, what restrictions were imposed?
Please sign at the bottom of the form.

12.1 hereby authorize veriFYI and/or its Service Provider and the Texas AgriLife Extension Service to request and receive any and all

background information about or concerning me, including, but not limited to, my Criminal History, Credit History including a consumer
report under the Fair Credit Reporting Act, 15 U.S.C 1681, Driving Record, Employment History, Military Background, Civil Listings,
Educational Background, Professional License from any Individual, Corporation, Partnership, Law Enforcement Agency, and other entities
including my Present and Past Employers. | authorize the Texas AgriLife Extension Service or any of its components to make reference
checks relating to my volunteer service. | understand that this information will be used to determine my eligibility as a volunteer/employee
with the Texas AgriLife Extension Service. This request is for criminal history only. No credit report will be requested or obtained.

The criminal history, as received from the reporting agencies, may include arrest and conviction data, as well as plea bargains and deferred
adjudications and delinquent conduct committed as a juvenile. | understand that this information will be used, in part, to determine my
eligibility for an employment/volunteer position with this organization. | also understand that as long as | remain an employee or volunteer
here, the criminal history check may be repeated at any time. | understand that | will have an opportunity to review the criminal history as
received by client/agency and a procedure is available for clarification, if | dispute the record as received. | also understand that the criminal
history could contain information presumed to be expunged.

| further release and discharge veriFYI and their Service Provider and all of their Subsidiaries, Affiliates, Officers, Employees, Contract
Personnel, or Associates, from any and all claims and liability arising out of any request for information or records pursuant to this
authorization and/or procurement of an investigative consumer report and understand that it may contain information about my character,
general reputation, personal characteristics, and mode of living, whichever are applicable.

I understand that | have the right to make written request within a reasonable period of time to veriFY| for additional information concerning
the nature and scope of the investigation. | acknowledge that | have voluntarily provided the above information for employment/volunteer

purposes, and | have carefully read and understand this authorization.

13. Date 14. Applicant’s Signature
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Volunteer Application Form Instructions
1. Applicant’s Printed Name — Complete with first name, middle name and last name.

2. County — Complete with the county name in which you are applying to be a volunteer.
3/4. Address — Complete with your current mailing address, city and zip code.

5. Social Security Number — Complete with at least the first five _digits of the social security
number. The social security number is an individual descriptor that enables the system to
complete a national criminal search of 47 jurisdictions.

6. Date of Birth — Complete with the month, day and year of birth.

7. Driver’s License Number — Complete with current driver’s license number and state. Although
optional, this helps affirm your identity during a background check.

8. Gender — Complete by circling one of the options.

9. Race — Complete the race and ethnicity section by circling the answers that apply. This field is
optional; however, it is very important in confirming accurate identity.

10. Volunteer Program Area — Complete with the program area you are volunteering for (e.g.,
Better Living for Texans, Expanded Nutrition Program, Master Gardener, Master Naturalist,
Master Wellness Volunteer). *4-H volunteers should complete the Texas 4-H Adult Volunteer
Application (4-H 2-1.056)

11. Previously Screened — Texas AgriLife Extension Service will accept prior screenings
conducted within the past three years from other entities. The approved list of prior screenings
either as an employee or volunteer include: school districts, churches, youth groups/associations
(Little League, sports associations, etc.), youth agencies/organizations (Big Brother/Big Sister,
Boy Scouts, Girl Scouts, after school/extended care programs), law enforcement (county, state or
federal/prison system), Texas Youth Commission, Department of Defense — Child and Youth
Services, Department of Defense — Family Programs, concealed handgun license; and/or
licensed childcare workers.

* The minimum requirement is a criminal background check conducted through DPS or a National
Criminal Search entity.*

** Other sources may be considered based on documentation provided with screening criteria
and specifics.**

*** Documentation is required for screenings from other entities. This could include a letter of
acceptance from the employer or volunteer group, or a letter written from the screening entity to
the Texas AgriLife Extension Service stating you have been screened and tested.

12. Authorization Statement — State agencies screening volunteers are required by legislation to
use the Volunteer Center of North Texas. The Volunteer Center contracts with VeriFYI. VeriFYl is
a background verification software system that accesses multi-jurisdiction checks utilizing one of
the largest private-sector criminal history databases in the nation (180 million records). All
information received is held in confidence and not shared at the county level. Criminal record
results are shredded when a volunteer’s status is determined.

13. Date Completed

14. Applicant’s Signature
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Appendix H

Code of Ethics

Fort Bend County Master Gardeners, Inc.

Each member, in striving to meet the goals and objectives of the Fort Bend County
Master Gardener program, pledges to:

10.
11.

Subscribe to the highest standards of integrity and conduct.

Promote and support the statewide and local Master Gardener program.
Respect the sponsors, Texas AgriLife Extension Service and Texas A&M
University, their roles and expectations.

Disseminate appropriate information to promote understanding of, and appreciation
for, horticultural practices.

Strive to increase knowledge and skills to advance as a Master Gardener
volunteer.

Promote competence as a Master Gardener volunteer by supporting high
standards of education, service and performance.

Encourage the use of sound horticultural information in education and outreach
and in management decisions.

Support fair and uniform standards of service and treatment of those engaged in
the Master Gardener program.

Know and follow established program guidelines and policies.

Abide by the Fort Bend County Master Gardener bylaws.

Avoid use of the Master Gardener title, logos, and trademarks for personal

endeavors and/or profit and political arenas.
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Appendix |

Standards of Conduct
Fort Bend County Master Gardeners, Inc.

Fort Bend County Master Gardener program volunteers shall at all times:

1.

10.

11.

12.

13.

Uphold the Commitment made to the program and the required volunteer and
advanced training hours required by the program.

Uphold the dignity and integrity of the Master Gardener program. They shall
endeavor to avoid even the suspicion of dishonesty, fraud, deceit,
misrepresentation, or unprofessional demeanor.

Conduct themselves appropriately to context and setting at all times.
Be considerate and respect others’ points of view.

Keep accurate records of volunteer service, training and research, and regularly
notify the Master Volunteer Coordinator of these records.

Avoid performing service when such service is judged to be contrary to the Code of
Ethics or detrimental to the well-being of the program and its sponsor.

Provide maximum possible effort in the best interest of each client and/or volunteer
project.

Be mindful of their responsibility to society and the program.

Studiously avoid discrimination in any form, or the abuse of program authority,
certification, or membership for personal satisfaction. Avoid advocacy, lobbying or
promoting political issues.

Cooperate fully with professionals and other Master Gardener volunteers in the
best interest of good horticultural science.

Refrain from advertising in a self-laudatory manner, beyond statements intended to
inform prospective clients or members of qualifications, or in a manner detrimental
to the Master Gardener program and its volunteers.

Avoid all use of alcohol and controlled substances while performing service as a
Master Gardener volunteer. Reporting for service while under the influence of
alcohol or a controlled substance will result in termination from the volunteer
program.

Accept responsibility for decisions made and actions taken based on these
decisions.

Page 29 of 32 FBCMG Operations Manual — Nov 30, 2005
Revised May 12, 2009



Appendix J

Appendix K — Video, Film, and Photographic Image Release Form

Appendix L — Release of Creative Educational Works  for FBCMG Use

Release of Creative Educational Works Developed by FBCMG
Members for Use by FBCMG, Inc.

Name

Address

Phone

Title or description

| authorize Fort Bend County Master Gardeners, Inc. to utilize the specifically
titled or described above creative work that | am donating to the organization. |
understand and agree that these audio, video, digital, film, and/or print images or
works may be edited, duplicated, distributed with or without charge, reproduced,
broadcast, and/or reformatted in any form and manner without the payment of
fees, in perpetuity. | understand that proper credit will be cited whenever my
work is used, and that this release applies only to the work(s) listed above and
will not be construed as a general release of all past and future works that | may
develop for FBCMG purposes.

Signature

Witnessed by

Date
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Appendix K

Video, Film, and Photographic Image Release Form

Name

Address

Phone

Date

| authorize Fort Bend County Master Gardeners, Inc. to record and photograph my
image and/or voice, for use by the Fort Bend County Master Gardener program or its
assignees, in research, education, and promotional programs. | understand and agree
that these audio, visual, digital, film, and/or print images may be edited, duplicated,
distributed with or without charge, reproduced, broadcast, and/or reformatted in any form
and manner without the payment of fees, in perpetuity.

Signature

Revised March 14, 2007
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Appendix L

Release of Creative Educational Works Developed by FBCMG
Members for Use by FBCMG, Inc.

Name

Address

Phone

Title or description

| authorize Fort Bend County Master Gardeners, Inc. to utilize the specifically
titled or described above creative work that | am donating to the organization. |
understand and agree that these audio, video, digital, film, and/or print images or
works may be edited, duplicated, distributed with or without charge, reproduced,
broadcast, and/or reformatted in any form and manner without the payment of
fees, in perpetuity. | understand that proper credit will be cited whenever my
work is used, and that this release applies only to the work(s) listed above and
will not be construed as a general release of all past and future works that | may
develop for FBCMG purposes.

Signature

Witnessed by

Date

Approved March 14, 2007
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