New Castle County Master Gardeners

POLICIES & PROCEDURES MANUAL

INDEX

TOPICS [arranged alphabetically]

[MG] Administration Forms [see “Forms” on the MG Website]
Petty Cash Reimbursement Request
Cash Deposit Receipt

Advanced Training Scholarship Guidelines [ p. 1]

Agenda [ see Monthly Meeting Template]
[MG] Archivist/Historian Responsibilities [ p. 2]

Bereavement Policy [p. 3]

By Laws (May 2008 revision) [pages 4-11]

Circulating Library Guidelines [p. 12]

DE [MG] Code of Conduct [ p. 13]

Conference Rooms [pp. 14-16]
Reserving & Ordering Conference Rooms, Equipment & Materials
Meeting rooms [ p. 14]
Extension-owned Equipment [p. 15]
NCCMG-owned Equipment [p. 15]
MG forms & Supplies [p.15]
Using the Conference rooms equipment (projector; DVD; VCR;
laptop)
Using the Conference rooms sound equipment (microphones)

Copy Guidelines [ See Photocopy Guidelines]
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Emeritus Senior MG Application [ p. 17]

Equipment:
Laptop use instructions [p 18]

Projector use instructions [p. 19]

Equipment Reserving [See Reserving & Ordering Conference
Rooms, Equipment, and Materials under Conference
Rooms]

Extension

New Castle County Master Gardeners Resources & Procedures [p. 20]

Photocopy Guidelines [See Photocopy Guidelines]

Requesting materials from Extension [See Reserving & Ordering
Conference Rooms, Equipment, and Materials under
Conference Rooms]

Extension publications [see Conference Rooms |

Relevant Extension Policies

Getting parking pass for Extension building [p. 20]

Getting parking pass for Townsend [ p. 20]

Security System Description [See Reserving & Ordering
Conference Rooms, Equipment, & Materials under
Conference Rooms]

Confidentiality & Referrals [ p.21]

Speaker’s Fees & Honoraria [ p. 21]

Who’s Who at the NCC Extension Office? [p. 22]

Gift Fund Guidelines [ p. 23]

Handout Format Guidelines [ pages 24-26]
Disclaimers [ p. 25]
Citations [p. 25]
References [ p. 25]

Inclement weather policy [p. 26]

Master Gardener items:
MG Administration Forms [see “Forms” on the MG Website]
MG Archivist/Historian duties [see Archivist]
MG Circulating Library Guidelines [see Circulating Library]
DE MG Code of Conduct [see Code of Conduct
Reserving MG equipment [see Equipment reservation]
MG Laptop instructions [see Laptop under Equipment]
MG projector instructions [see Projector under Equipment]

MG Forms [See Conference Rooms]
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MG Mission Statement [see Vision Statement]

MG Monthly Meeting Template [see Monthly Meeting Template]

MG Renewal Form [See Renewal Form]

MG Service Hours Guidelines [see Service Hours]

MG Tent (taking down and setting up guidelines—see Tent)

MG Vision Statement [see Vision Statement] Materials [See
Reserving Conference Rooms, Equipment, & Materials
under Conference Rooms]

Meeting Rooms [See Conference Rooms]

Microscope & Computer Guidelines [pages 27-28]

Mission Statement [p. 29]

Monthly Meeting template [p. 30]

Photo Release Form [p. 31]

Photocopy Guidelines [p. 32]

Renewal Form [pages 33-35]

Reserving Conference Rooms [See Reserving & Ordering Conference
Rooms, Equipment, & Materials under Conference Rooms]

Your Role as a Master Gardener [pages 36-38]

Security System [See Reserving & Ordering Conference Rooms,
Equipment, & Materials under Conference Rooms]

Service Hours Guidelines (including Special Recognition form)
[pages 39-42] includes reverse side of Service Hours form

State-wide MG Policies [pages 43-47]

Telephone & Diagnostics Forms [see “Forms” on the MG Website]
Garden Line Contact Log
Telephone Log Worksheet
Insect Specimen Sheet
Lawn Specimen Sheet
Trees Specimen Sheet
Fruit, Vegetable, & Herb (Edible Plant) Procedures

Consultation Service for Home Lawn, Gardens, & Pests
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Tent procedures [pages 48-50]

Treasury Audit Guidelines [pages 51-52]

Vision Statement [also has MG Mission Statement] [p. 53]

Workshops & Speakers Bureau Forms [see “Forms” on the MG Website]
Program Confirmation sheet
Monthly Participation Reporting: Instructions and PDF Report Form

Workshop Assistants Guidelines [pages 54-55]

Youth Education Forms [see “Forms” on the MG Website]
“Packets for each Junior Gardener program
Monthly Participation Reporting: instructions; PDF Report Form
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