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Master Gardener Guidelines
Hours
The state Master Gardener Advisory Committee has defined appropriate Master Gardener Service as: “Any horticultural-related public service, educational program, and/or activity that is sponsored by ISU Extension or approved by a local ISU Extension office”.
1. Education Hours may only be recorded when the Master Gardener is receiving instruction that provide horticulture or environmental topics of special value to the home gardener. 
2. Education Hours include: the actual time spent in a class or lecture, receiving instructions, time spent doing assigned homework, time spent doing research for writing articles for publication, radio, TV or an appropriate web site.
3. Education Hours include attending horticulture workshops offered by public gardens, arboretums, and by other garden-focused groups, such as Trees Forever, and the Federated Garden Club.
4. Education Hours may be recorded for attending Master Gardener training units after the initial training year. (There is no charge for attending these classes for current Master Gardeners).
5. Education Hours may be recorded for attending state, regional, or national Master Gardener conferences.
6. Education Hours may be recorded for attending field days, workshops, or conferences sponsored by ISU Extension and various grower groups, such as the Iowa Fruit and Vegetables Growers Association, Society of Iowa Florists and Growers, Iowa Turf grass Conferences, and the Shade Tree Short Course. Master Gardeners are required to pay required registration fees for any of these events.
7. Education Hours cannot be used to meet the requirements for Volunteer Hours.
8. Time used traveling to or from the class and time waiting between classes, setting up sound equipment, projectors, chairs etc. may be counted as Volunteer Hours only. Time eating lunch and activities that would normally be done if the Master Gardener were not attending the class may not be recorded.
9. Volunteer Hours may be counted for working at any approved Master Gardener project, activity or presentation. A list of some of these projects and the contact person may be obtained at the Extension Office in DeWitt or the Bickelhaupt Arboretum in Clinton.
10. Volunteer Hours may be counted for conducting classes, giving lectures, giving demonstrations, or programs that provide horticulture or environmental topics of special value to the home gardener. 
11. Time spent at Plant Partners or at an activity answering horticulture or environmental questions and the time doing research to answer these questions may be counted as Educational hours or Volunteer Hours at the discretion of the Master Gardener.
Participants
1. Participants” column must be the number of students that YOU are instructing on a face to face or one on one basis. If you are a student enter the number 1. 
           When filling out your time sheet the figure entered in the “Number of
2. DO NOT enter the number of people or yourself, in a general work party. ISU is only interested in the number of people being educated.
3. If you write an article for publication enter only yourself, do not enter the number of people that may or may not read the article or the listening audience of a broadcast. 
Time Sheets
1. Master Gardener Hours are to be reported only on a Clinton County Master Gardener form.
2. Blank forms in an Excel format are available on request by E-mail. If you’re software will handle the Excel format please save the blank form to a disk or hard drive. When you want to record your hours open the blank form, save it as a file with a title that includes the date, make entrees to the form and save it. Any time you want to add hours make the form active add your hours and save.  At the end of the quarter, complete the form and E-mail the completed form as an attachment. DO NOT SEND MORE THAN ONE QUARTER AT A TIME. Repeat the process for the next quarter. You will notice that each column, volunteer hours, education hours and participants are automatically totaled. 
3. If you cannot handle Excel pick up forms at the Extension Office or the Bickelhaupt Arboretum and mail them to the hour recorder.
4. Please do not turn in hand made forms or the old style form.
5. Keep a duplicate copy of each form that you turn in for your personal record.
6. When filling out your time sheet the figure entered in the “Number of Participants” column must be the number of students that you are instructing or if you are a student enter the number 1. Do not enter the number of people in a work party or yourself. ISU is only interested in the number of people being educated.
7. Time Sheets shell be turned in to the recorder before the end of the following quarter.
8. Only one quarter may be entered on a single timesheet, additional timesheets may be used if more room is needed.
9. Hours are to be entered in decimal form in quarter hour increments, 0.25, 0.50, 0.75 or 1.00. Do not use fractions. 
10. All Hour columns and Participants columns must be totaled on the last sheet, subtotals for each sheet are not required, if shown they must be labeled as subtotals.
11. Make sure your name, (please Print), Quarter, 1 st 07, 2nd 07, 3rd 07, or 4th 07 are shown, and the date and year submitted are entered.
Receiving and Retaining Master Gardener Status
Clinton County, Iowa Master Gardener Interns and Master Gardeners are to follow the “ Guidelines for Iowa Master Gardener Interns and Master Gardeners” as published in the latest “Iowa Master Gardener Workbook” and as amended by the Clinton County Master Gardener Advisory Board in this document.
Master Gardener Interns:
1. Have one (1) year after completing the Intern Training to complete the required 40 Volunteer Hours.
Interns that complete 40 Volunteer Hours before the Annual Dinner Meeting in December will receive their Graduation Certificate at that meeting and become Master Garden 

2. Interns ers at that time.
3. Interns that complete 40 Volunteer Hours after the Annual Dinner Meeting and within one (1) year after completing the Intern training will receive their Graduation Certificate from the Master Gardener Advisory Board at a later date and become a Master Gardener at that time.
4. Interns not meeting the above requirements within the year may request an extension of time, in writing, to The Clinton County Master Gardener Advisory Board.
Master Gardeners:
1. Master Gardeners must complete 12 Volunteer Hours and 6 Education Hours each calendar year after becoming Master Gardeners to retain active membership.
2. Master Gardeners dropped as active members may request reinstatement, in writing, to The Clinton County Master Gardener Advisory Board. The reinstated member must complete 12 Volunteer Hours and 6 Education Hours within the first 4 full calendar quarters after requesting reinstatement. 
Ratified May 17, 2007 by The Master Gardener Advisory Committee.
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