


Master Gardener Hours Policy 
	
Hours, along with the type of activities, are reported to Mercer County, Rutgers Cooperative Research and Extension in New Brunswick, the Master Gardeners Association of New Jersey, and the US Department of Agriculture to document the program’s effectiveness and contribution to the community; and to support need for the contribution of the program’s funding.

Rutgers Master Gardener hours are required to be recorded at the end of each quarter.  Quarters are as follows:

January 1 through March 31
April 31 through June 30
July 1 through September30
October 1 through December 31

Graduate Master Gardeners must complete a minimum of 30 hours of volunteer service and 10 hours of Continuing Education (CE) per year to maintain Active status.  Of the 30 hours, a minimum of 15 hours must be completed on Helpline duties.   The remaining 15 hours must be served on other approved Mercer Gardener approved activities.  See Volunteer Requirements for additional information.

Undergraduate Master Gardeners must complete 60 hours of volunteer service to graduate, in addition to completing the course work and passing the final exam. This requirement must be completed by October 15 of the graduating year.    Of the 60 hours, 30 must be Helpline and 5 must be Compost Hours.  See Volunteer Requirements for additional information.

Master Gardener Volunteer Requirements

General Information

Since our mission is public education, it is preferable that volunteer activities provide advice and training rather than labor.  When in doubt about an activity, or if it is not listed below in the Approved Hours by Category section, please consult BJB or the Hours Committee before you enter it in is your Hours record.

Graduate Volunteer Requirements

A total of 30 volunteer hours and 10 Continuing Education (CE) hours are required each year for maintaining active MG status.  Of the 30-hour volunteer requirement:
	15 hours must be served on Helpline;
	15 remaining hours maybe be volunteered as:
		Additional Helpline;
		Mercer Educational Gardens (MEG) activities;
		Approved Mercer County projects;
Approved “other” activities or activities approved in advance by Barbara J. Bromley (BJB).

The 10-hour CE requirement can be met by attending programs published by MC of MC indicating CE = x hours on the calendar or other programs approved in advance by BJB and the CE Committee.

NOTE:  To retain active status, One Thousand Hour Volunteer Member Master Gardeners must fulfill the requirement of 10 CE hours and 25 volunteer hours, though the requirement of Helpline hours is waived.

Volunteers who are not able to meet the minimum requirements for the year because of extenuating circumstances must see Barbara J. Bromley, County Horticulturist and should report this information to the hours committee.  	Comment by Ann Calder: And also report this information to the hours committee.




Undergraduate Volunteer Requirements

A total of 60 volunteer hours are required for graduation, in addition to completing the course work and passing the final exam.  All requirements must be met as of October 15 of the year the volunteer completes the classes and passes the final exam.   Volunteers who are not able to meet the graduation requirements because of extenuating circumstances must see Barbara J. Bromley, County Horticulturist and should report this information to the Hours Committee. Of the 60-hour graduation requirement:	Comment by Ann Calder: And also report this information to the hours committee.
	30 hours must be served on Helpline;
5 hours must be completed at the Mercer Education Gardens (MEG) in composting or site official workday activities;
	25 remaining hours may be volunteered as:
		Additional Helpline;
		Additional MEG activities;
A maximum of 15 hours may be volunteered on approved Mercer County projects (see below);
A maximum of 10 hours may be volunteered on Approved “Other” Activities or activities approved in advance by BJB.

NOTE regarding Continuing Education:  While NOT considered volunteer time for meeting your 60-hour graduation requirement, educational programs (including the one-hour program portion of the RMG monthly meeting), educational field trips, and any guided portion of RMG official tours are considered to be Continuing Education and are counted towards your 1000-Hour RMG status requirement of 1000 hours.  College coursework is not credited toward 1000-Hour RMG status on an hour for hour basis (see BJB for an explanation of this).  No more than 100 Continuing-Education hours may be counted to meet the 1000 Hour status requirement.

Approved Hours by Category

Mercer County Approved Hours including Rutgers RCE and MG Activities

MG committee meetings and committee work.
MG special project activities, as formally approved by BJB.  Documentation is required.
Assisting BJB and Extension agriculture staff with fact sheets, research, editing and special projects.
Extension Office.
Rutgers projects (e.g. greenhouse).
Working at:
	MG state/regional conferences
	MG Earth Day 
	NJ Flower Show (Extension booth)
	Rutgers Display Garden
	Howell Living History Farm
Horticultural activities at Mercer County owned facilities 
Other activities approved by BJB.

Helpline Hours

MG Office Helpline
Office 
Q&A Helpline at Outreach Events (Undergraduates must have 18 hours of Helpline Training before volunteering at Outreach Events).

MEG Site Hours

Composting activities at the Mercer Educational Gardens (MEG)
Site Maintenance and activities at official workdays at MEG as directed by a MEG chairperson.

Approved “Other” Volunteer Hours

State Institutions (e.g. Drumthwacket and Morven)
Library systems outside 
Stonybrook Millstone Watershed Association
Other activities approved by BJB (e.g. schools and small municipal gardens)


General Information

Hours volunteered for commercial or other non-profit horticultural related organizations (e.g. Philadelphia Flower Show) cannot be used to fulfill your volunteer requirements and should not be done while identifying yourself as an RCE Mercer County Master Gardener.  Time for which you receive payment cannot be considered “volunteer” time.

Attending recognition and social activities (Graduation, Fall Frolic, Awards Night) and the non-guided portion of tours are not considered to be volunteer time.

Master Gardener Hours Recording Procedure

Hours must be recorded in rounded ½ hour increments.  Hours should be recorded only AFTER they have been served – not in advance.

Graduate and Undergraduate Master Gardeners are encouraged to use the MS EXCEL MG Time Sheet Volunteer Hour Entry Template for recording hours.  If the MG Timesheet Volunteer Hours Entry Template is used, hours can be recorded as performed. At the end of the quarter, completed Templates should be emailed to the Hours@mgofmc.org email account.  Your Template should be saved using the following naming convention:  Last Name First Name Calendar Year Hours.  For example:  Smith Doris 2016 Hours.

Graduate and Undergraduate Master Gardeners who do not have MS EXCEL (or comparable MAC/Apple software), or who do not have a computer, may use the paper Time Sheets in the Hours Books which are kept in the Information Technology Computer Hub (ITCH).  Hours can be recorded as performed or during a visit to Extension.  

NOTE:  Hours information cannot be mailed or faxed to the Extension Office.  If you cannot record your hours at the end of the quarter, please send an e-mail to the Hours Committee at the Hours@mgofmc.org email account.

Seven days after the end of each quarter, the Hours records will be closed.  Any hours not recorded will not be counted and cannot be added at a later date.  IT IS EACH MASTER GARDENERS RESPONSIBILITY TO RECORD HOURS BY THE END OF EACH QUARTER.  

NOTE:  Undergraduates must complete their requirements and record all their hours by October 15 of their graduation year in preparation for graduation.
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