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(Last major revision, 2010.  Any page revised since then has the date of change noted in its footer.) 

 NOTE:  October 2015  - this Handbook requires some revisions – 

we are working on it!! 
 

THE AUTHORITY OF THIS HANDBOOK: 
 

This Coordinators' Handbook is provided as a resource for Ontario Master Gardener 

groups. 

 
Do you have to do things the way it says in this handbook? 

If it is a provincial policy or procedure, yes you do. 

The MG program in Ontario consists of independent Groups which are autonomous in 

determining how their local program will be structured and managed, but which have 
also banded together to form a central committee (the MGOI Board of Directors) to 

make decisions in areas where it is in the best interests of the program as a whole to 

have all groups following the same policies and procedures. 

 
Provincial policies and procedures can be changed by majority vote of the board.  

When that happens, this handbook will be updated and the new sections will be 

circulated to all Coordinators.  The most recent version of this handbook is always 

available on the Directors', Coordinators', and Members' pages on http://mgoi.ca/. 

 
This handbook also contains several suggestions for local structure and management 

procedures and a suggested list of areas where groups need to set their own policies. 

 

Feedback regarding the content of the handbook is always welcome, whether it is 
something that you think needs changing or something that you feel is unclear or 

missing. 

Questions and comments should be directed to communications@mgoi.ca.                                                                        

 

http://mgoi.ca/
mailto:communications@mgoi.ca
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Master Gardeners of Ontario, Inc 

 

SECTION 1 – MISSION and HISTORY 
 

Vision  
MOTIVATING and INSPIRING GARDENERS OF ONTARIO 

     

Mission 
Master Gardeners of Ontario is a volunteer organization comprised of individuals who are certified 

horticultural experts and who provide in depth sustainable gardening information to the general 

public. 
     

Goals 
To advance the horticultural knowledge of the home gardener and of the general public in Ontario 

by carrying out such activities as: 
 conducting seminars and workshops 

 providing gardening information via newspaper articles and public lectures 

 holding public information sessions and advice clinics at Malls, Fairs, etc 

 offering advice to individuals through telephone and email help lines. 
      

Operating Principles 
Master Gardeners of Ontario Inc. is committed to: 

 maintaining excellence in its training and certification program for volunteers. 

 providing accurate and current information. 
 meeting community needs. 

 working in partnerships. 

 developing and involving volunteers. 

 conducting ongoing evaluation to determine future directions for the organization. 
     

Benefits of Being a Master Gardener 
 Increase your horticultural knowledge. 

 Develop personal leadership skills. 

 Help your community. 
 Receive recognition as a Master Gardener. 

 Meet and work with enthusiastic people who are willing to share their horticultural knowledge. 
     

History 
The Beginning 

The Master Gardener Program began in Washington State in 1972.  Dr. David Gibby, an extension 

agent for horticulture, created the program in response to the overwhelming number of requests 

for gardening information.  Volunteers were trained in horticulture to provide gardening 
information to the public. 

Master Gardener programs now operate in forty-five states and four individual provinces (B.C., 

Alberta, Saskatchewan and Ontario) and the Atlantic region in Canada. In 1987, interest was great 

enough to support the first US national Master Gardener Conference in Washington, D.C.   A 
second US national conference was held in Portland, Oregon in 1989.  In 1991, Master Gardeners 

from Ontario and Michigan hosted the first international Master Gardener Conference in Detroit.  

The 2005 International conference was held in Saskatchewan. 
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The 2017 International Master Gardener Conference will be held in Portland, Oregon.  

                         http://blogs.oregonstate.edu/2017imgc/ 

In Canada, the program in British Columbia operates from the VanDusen Botanical Gardens 
without government funding.  The University of Saskatchewan coordinates the program based in 

Saskatoon and in Alberta it is run by the University of Alberta Devonian Botanic Garden.  The 

program in the Atlantic region operates in conjunction with Dalhousie University, Faculty of 

Agriculture. 
 

 

Ontario Program 

In 1985, the Ontario Ministry of Agriculture and Food (OMAF) reviewed ways to provide 
horticultural information to the public. One of the ideas presented was the American Master 

Gardener program.  It was investigated and adapted to the Ontario situation and the first pilot 

sites began in 1985.  The program was directed by a Provincial Steering Committee and sponsored 

by OMAF and the Ontario Horticultural Association. 

 
Three pilot sites in Brigden, Englehart and London began with 39 participants.   In 1986, seven 

new areas: Brantford, Stratford, Ottawa, Windsor, Algoma West, Burlington and St. Catharines 

were added, bringing 154 new volunteers into the program. Experienced gardeners were recruited 

by local horticultural societies.  The volunteers were introduced to the program at an orientation 
session, wrote an eligibility test, received local training on soil management, communication skills, 

pest and disease diagnostics and control as well as enrolling in independent study courses in 

horticulture from the University of Guelph.   In return, the participants provided horticultural 

information to the public via garden clinics, telephone, letters, displays, workshops, television, 
radio and newspaper articles.  When it began, Ontario's program was unique because it was 

possible for the volunteers to learn at home by taking independent study courses in horticulture.  

They could gain credits which  could count towards the Ontario Diploma in Horticulture which 

existed at that time. 
 

In 1987, the Master Gardener program became an operating program with funds allocated from 

the Ontario Ministry of Agriculture and Food budget.  Ruth Friendship-Kellar was the first program 

consultant and since that time Marc Bachand, Kathy Young, David Trivers, Laurie Scott, Ramona 

Cameletti and Denise Edwards have filled the position.  Helen Scutt is the current OMAFRA  
representative on the MGOI Board. 

 

By the end of 1989 there were 19 groups operating in the province with 337 active volunteers. 

In 1990 the program held a successful provincial conference at the University of Guelph.  
Subsequently conferences were held in Waterloo in 1993 and Ridgetown in 1996.  A special feature 

of the Ridgetown conference was the presentation of pins to Master Gardeners with ten years of 

service. 

 
In 1998, Master Gardeners of Ontario was incorporated as an independent body.  A Board of 

Directors was formed with representatives from eight zones across the province.  In 2003, the 

number of zones was increased to eleven. 

 

In 2010, there are more than 700 Master Gardeners in 39 local groups across the province. 
 

http://blogs.oregonstate.edu/2017imgc/
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Master Gardener Trademark and Logo 
 

The Master Gardeners of Ontario Inc. logo is a trademark 

registered by OMAFRA.  A Certificate of Authenticity for 

adoption and use of the MGOI logo was issued from Consumer 
and Corporate Affairs Canada on May 10, 1988. 

 

Usage of the Trademark 

MGOI has a licensing agreement with OMAFRA for the use of 

the logo for identification and promotion of its activities. The 
trademark should be used in its entirety and not in parts.  It 

should not be used by individuals or organizations for personal 

gain or to imply endorsement of a product or service.   MGOI encourages all groups to use this 

Logo on their website and on all print materials that they produce. 
 

The logo is as follows: 

 A watering can with a silhouette of a leaf, rosebud, apple and beet on the side. 

 The can is tilted to pour at a 45 degree angle. 
 A circle is drawn around the watering can. 

 The words "Master Gardener" sprinkle from the spout of the watering can with the words on 

two curves. 

 

The diagram below shows how the trademark is to be displayed - how the 45 degree angle is to 
be measured.   The easiest way to ensure that the watering can is at the correct angle is to have 

the bottom of the circle and the last letter, the "R" in GARDENER, line up on a horizontal line as 

illustrated. 

Colour 

 The trademark does not have a colour restriction though it is usually printed in black or green.  

 

NOTE: The logo, which includes the words "Master Gardener, " is trade-marked. However, the words 
"Master Gardener" alone are not trademarked. 

 

Graphic Files 

As of March, 2014:  The board has this logo available in vector format (.ai) and in PostScript 
format (.eps).  These are specialty formats that your print shop may request if you are having a 

banner or large poster made. 

The logo is also available in .jpg format which can be read by any photo program.   

The board also has a DST stitching file that can be read by most embroidery machines.   See 
Section 3, page 10 

 

Request any of these files through info@mgoi.ca. 

mailto:info@mgoi.ca
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SECTION 2 - PROVINCIAL ORGANIZATION 
 

Provincial Structure 
Board of Directors 

The Master Gardeners of Ontario Inc. Board of Directors consists of a maximum of 18 members 

as follows: 
 1 elected Director from each of the 4 Regions in Ontario (voting) 

 up to 11 Directors elected to fill specific functions on the board including executive positions  

 the immediate Past President of MGOI 

 
Representation 

As of October, 2015, the province is divided into 4 zones and each region has between 4 and 11 

Master Gardener groups. Every two years, the members of the Region elect one person to 

represent them on the Board of Directors. 

   
Term 

Since 2000, Zone Directors have been elected for a two year term with one half of the Board newly 

elected each year.  A Zone Director may serve a maximum of three terms (6 years). 

 
Executive 

The Officers of MGOI are President, Vice-president, Treasurer and Corporate Secretary. 

  

Partners in Delivery 
MGOI is committed to meeting its Vision and Mission and is aided in doing so by partnering and 
liaising with various organizations which have knowledge of and skills in current horticultural 

trends and research, and can provide information and educational opportunities to MGOI 

members.  Our partners share the common goal of promoting the benefits of landscaping and 

horticulture to the public.  The websites of our partners can be accessed through links on the 
home page of the MGOI website. 

  

Current Partners of MGOI 

Ontario Horticultural Association: There are approximately 285 horticultural societies across 
Ontario and they have actively supported the Master Gardener program.  In some areas 

members of the local societies organized the local Master Gardener group.  

Some Master Gardener groups have acted as a technical resource for the horticultural societies. 

They are involved with giving presentations and conducting clinics for local meetings, and 

offering advice when requested.   Master Gardeners do not have to belong to a horticultural 
society, but it is encouraged. 

Each area has evolved differently in its relationship with the local horticultural society.  The 

Master Gardener groups locally need to have strong community support and horticultural 

societies are excellent groups with which to connect and partner.  
The OHA Board appoints a representative to sit as a non-voting Director on the MGOI Board. 

Horticultural societies can claim Master Gardener expenses as when applying for their grant 

from the Ontario Ministry of Agriculture, Food and Rural Affairs. 

 
Ontario Ministry of Agriculture, Food and Rural Affairs: OMAFRA spearheaded the Master 

Gardener program in 1985 in Ontario and continued to support the program for twelve years 

until 1997. 

Since MGOI was incorporated as an independent organization, the support given by OMAFRA 

occurs in three three main areas: Organizational, Technical and Resources. 
o Organizational: An OMAFRA staff person is an ex-officio member of the MGOI Board of 

Directors and is available to help with organizational development issues such as structure, 

policy and procedure development, committee structure and volunteer management.
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o Technical: The Agricultural Information Contact Centre was established to handle queries 

and emails that are received by OMAFRA.  Questions are answered by trained people who 

make every effort to find the correct answers. 

  http://www.omafra.gov.on.ca/english/realign/aicc.htm 
It is helpful if Master Gardeners identify themselves as MGs when contacting the Centre as 

staff will try to help as they recognize the service that MGOI provides to the public. 

Contact Centre email: ag.info.omafra@ontario.ca.  Phone number: 1-877-424-1300. 

Also, the crop technology specialists working with OMAFRA can be approached by Master 
Gardeners to help answer technical questions. Please identify yourself as a Master Gardener. 

A list of these people and their email addresses is available on the OMAFRA website at: 

  http://www.omafra.gov.on.ca/english/livestock/directory/staffdirectory.htm  

o Resources: A number of publications are available in the Products Catalogue on their 
website.  Some are free and others are for sale.  The factsheet or publication may be mailed 

but will be subject to postage, shipping and handling costs which vary depending on the 

dollar value of the purchase.  Many factsheets can be downloaded from the OMAFRA website. 

    http://www.omafra.gov.on.ca/english/products/. 

 
Landscape Ontario  is a vibrant association representing over 2000 horticultural professionals 

and businesses. Their members, like members of MGOI, have a commitment to maintain 

confidence and trust in the profession of horticulture and to encourage and support education 

and research within the horticultural field.  A representative of Landscape Ontario sits on the 
MGOI Board as a non-voting Director. 

  

Vineland Research and Innovation Centre is a world-class centre for horticultural science and 

innovation. Vineland's research priorities and outcomes are focused on the growth of the entire 
horticulture industry. Vineland brings a global perspective to the Canadian horticulture industry 

and offers a broad range of lasting benefits to MGOI and its members. 

  

Communities in Bloom, like MGOI, is a volunteer-based, non-profit organization committed to 
fostering civic pride, environmental responsibility and beautification through community 

participation and the challenge of national competition. 

http://www.omafra.gov.on.ca/english/realign/aicc.htm
mailto:ag.info.omafra@ontario.ca
http://www.omafra.gov.on.ca/english/livestock/directory/staffdirectory.htm
http://www.omafra.gov.on.ca/english/products/
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Regions and Local Master Gardener Groups (as of October 2015) 

 

CENTRAL Region: Durham Region, Etobicoke, Mississauga, Toronto  

 

EAST Region:  Haliburton, Lanark County, Lindsay & District, Northumberland County, Ottawa-
Carleton,Peterborough, Prince Edward County, Quinte-Tweed, Rideau-1000 Islands  

 

NORTH Region: Algoma, Cochrane District (satellite to Thunder Bay), Lake Simcoe South,  

Muskoka-Parry Sound, North Bay and District, Simcoe County, Sudbury, Thunder Bay  

 
SOUTH & WEST Region: Brantford, Elgin County, Essex-Windsor, Grey County, Guelph and 

Wellington County, Halton Region, Kitchener, London-Middlesex, Niagara, Norfolk County,  

Stratford 

 
 

Role of Provincial Administrator 
The Provincial Administrator is responsible for the general ongoing administrative functions of 

MGOI, is the resource centre for the local groups, and is the Secretary to the Board of Directors, 

keeping meeting minutes, official MGOI correspondence, archival information, etc. 
The PA keeps the records and membership lists for the organization and compiles the annual 

report from the information submitted by the groups.  The PA is paid a yearly honorarium. 

NOTE: With the resignation of the Provincial Administrator in late 2013, the MGOI board decided  

to re-evaluate this role.  The review will take place over the next year (2014) and the Board will 
make recommendations.  Starting at the beginning of 2014 the duties of the PA will be covered 

by a volunteer committee consisting of Claudette Sims (Halton Region), Connie Hunter (Toronto), 

Kelly Noel (Ottawa-Carleton) and Tena van Andel (Toronto).  No honorarium will be paid in 2014 

or 2015 or 2016. 

 
Starting January, 2014 and until further notice: 

 

Coordinators should direct to Kelly Noel 

           (khnoel@rogers.com) or 19 Orville Kemp St, Ottawa, K1T 3W8 
 all requests for name badges, service pins and certificates. 

 orders for Certification  Exams 

 requests to grant MG certification 

 items needing the signature of the President 
 changes to group executive or group membership 

 all queries about MGOI policy or procedures  

Kelly will send infomation to coordinators from the Board of Directors during the year as directed. 

 
Claudette Sims (sims.claudette@gmail.com) is President of MGOI and will: 

 send requests for Annual Review Information. 

 Prepare the Annual Report. 

 

Connie Hunter (cmhunter@sympatico.ca) will send out to Coordinators: 
 information for the Annual General Meeting. 

 Coordinators should direct to Connie: 

 request for charitable registration number 

 cheques for Annual Dues or for donations being made to the group through MGOI (see 
Charitable Donations Section 3, page 2 (1 Balmoral Ave, Suite 321, Toronto  M4V 3B9) 

 

General Contact Information for PA Committee 

If you are not sure who to contact, send a message to info@mgoi.ca.  Your message will reach 
the PA Committee and you will get a response. 

mailto:khnoel@rogers.com
mailto:sims.claudette@gmail.com
mailto:cmhunter@sympatico.ca
mailto:info@mgoi.ca
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The Annual General Meeting 
AGM 

As with all charitable, not-for-profit, incorporated organizations, a meeting of the member groups 

must be held each year according to the Bylaws.   A delegate from each group is requested to 

attend in order to vote on the business of MGOI and sufficient delegates are required to achieve 
a quorum to ratify voting.  (see Appendix A - Bylaws for details). 

 

Notice 

Groups will receive a formal Notice of Meeting which will include location, time, agenda, bylaw 

changes and other motions to be voted on at the meeting not less than 10 days and not more 
than 50 days prior to the meeting.  

 

Fiscal Year 

 MGOI’s fiscal year end is April 30.  The AGM must be held within 6 months of the year end. 
 

Financial Reporting 

The Treasurer of MGOI provides financial records to the accounting firm chosen to provide an 

annual 'Financial Statement' for the organization, as required under incorporation regulations. 
Each year MGOI sets its operating budget, which is presented for approval at the Annual General 

Meeting. 

 

MGOI Annual Report 
MGOI publishes an Annual Report at the end of each calendar year.  It includes: 
 an overview of MG activities across the province. 

 the total number of hours contributed by MGs across the province (currently over 35,000 

volunteer hours per year). 

 the total number of active MGs and MGiTs in Ontario. 

 
This information is used by the Board in preparing grant and sponsorship applications and 

requests, and is an essential part of our required reporting as a charitable organization to the 

provincial and federal governments.  

This information can be used by local groups for marketing and funding purposes. 
This report is a means of sharing ideas among groups. 
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Zone Director Job Description  (to be amended – October 2015) 
The Zone Director serves on the Master Gardeners of Ontario Inc. Board of Directors as an elected 

representative of a specific zone. The Director supports and communicates the objectives of the 

MGOI to the local groups and communicates the priorities and concerns of the local groups to the 

Board. 
 

Working Schedule 

 The Zone Director must be prepared to: 

 attend 3-4 Board meetings a year including the Annual General Meeting. 

 participate in teleconferences as needed. 
 participate on Board committees. 

 hold a  zone meeting at least once each year to: 

o facilitate communication of concerns, ideas, guidelines and policies between the local group 

and the Board of Directors. 
o discuss and provide input into regional activities. 

o establish communication links among neighbouring groups. 

 attend at least one regular meeting of each group in the zone each year. 

 
Term of Office 

 2 year term - a maximum of 3 consecutive terms 

 

Job Description 

 The Zone Director will: 
 further the objectives of the organization. 

 work for the good of the whole program by formulating organizational policies and procedures. 

 identify zone and local issues and communicate these to the Board. 

 maintain regular communication with coordinators within the zone. 
 gather and provide information and serve as a liaison between the Board and local MG groups 

in the zone. 

 plan, organize and chair at least one zone meeting per year with or without technical 

components.  The date should be coordinated and determined by zone member groups. 
 serve on standing committees at the Board level and recruit additional volunteers to serve on 

these committees. 

 

Skills, Experience and Abilities Required 
 The Zone Director: 

 must be a Master Gardener in good standing. 

 must have knowledge of the Master Gardener program. 

 should have a desire to work for the good of the whole program. 

 should be able to work independently but also be a good team member. 
 

Rewards 

 The Zone Director will: 

 have the satisfaction of contributing to the success of the program. 
 have the opportunity to provide input and participate in decision making, policies and programs 

or events. 

 develop personal skills. 

 develop friendships and make acquaintances across Ontario. 
 help ensure the future sustainability of the Master Gardener of Ontario Inc. organization. 

 

Expenses 

Monetary compensation is provided for travel to Board meetings, travel to the meetings of other 

groups within the zone, and other expenses incurred on behalf of the Board of Directors. 
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Election of Zone Director  (to be amended, October 2015) 
When the incumbent Zone Director is coming to the end of the term, or when s/he informs the 

groups in the zone that s/he wishes to step down, it is the responsibility of the groups in the zone 

to find a new Zone Director as soon as possible.  The new Zone Director must be a Master Gardener 

in good standing who is a member of one of the groups in the zone.  Where possible, the 
succeeding Zone Director should come from a different group within the zone than the incumbent. 

 

The Nomination for Zone Director form (available in Section 8 of this Handbook) should be 

completed by the candidate and circulated to the current Zone Director and the Coordinators of 

all groups in the zone. 
 

Acclamation 

If only one member is nominated, the current Zone Director will consult with the Coordinators in 

the zone to get their approval to declare the candidate acclaimed, and then inform the MGOI 
President and Corporate Secretary of the result. 

 

Election 

If more than one candidate is nominated, then, according to the Bylaws, there must be an election 
with each member of each group in the zone having one vote. 

When an election is required: 

1. The current Zone Director will inform the President and the Corporate Secretary of the need for 

an election and the names of the candidates. 

2. The Corporate Secretary will consult with each Coordinator in the zone to determine a deadline 
for holding the election within each group. 

3. Each group will decide for itself what format this vote will take (some possibilities are by show 

of hands at a meeting, by secret ballot at a meeting, by telephone poll, etc.) and will inform 

the Corporate Secretary of the format chosen. 
Every member of every group has a vote, including incumbent Zone Director and candidates.  

Each voter should have access to the nomination forms from all candidates before the vote is 

taken.   

Once the vote is completed, the Coordinator will send the results (the actual tally of votes for 
each candidate) to the Corporate Secretary. 

4. The Corporate Secretary will combine the votes from the groups to determine the winner. 

5. In case of a tie: 

o The succeeding Zone Director should come from a different group than the incumbent Zone 
Director. 

o If the tie is not resolved using the above criterion, the candidate with more years experience 

as a Master Gardener will be declared elected. 

6. The Corporate Secretary will inform the Coordinators in the zone and current Zone Director of 

the result, and then inform the MGOI Board. 
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Starting a New Master Gardener Group 
Steps to Starting a Group 

Step 1 - A group of 15 or more interested and knowledgeable people (10 or more in Northern 

Ontario) agree to apply to form a Master Gardener Group. 

Step 2 - A person from the group contacts the MGOI Provincial Administrator (info@mgoi.ca) and 
requests information. The Administrator will give the group the contact names of the 

Coordinators of nearby groups and the name of local Zone Director who can be contacted for 

assistance. 

Step 3 - Interested people form an organizing committee to prepare the application (see section 

8, page 2 – Application for New Master Gardener Group).  Contact should be made with local 
horticultural societies since they have been very active sponsors in the past.  Some of their 

members may be very interested in the program. 

Step 4 - The organizing committee meets with interested and supportive groups, individuals and 

businesses and completes the application.  The application should include a statement of the 
need in the community, names and addresses of interested people, proposed area to be 

covered, details of planned start up funding, letters of recommendation, proposed meeting 

location and potential volunteer opportunities.    

Step 5 - The organizing committee forwards the application to the MGOI Provincial Administrator 
for presentation to a Board of Directors Meeting. 

Step 6 - The MGOI Board of Directors considers each application and either accepts the proposal 

or sends it back with specific instructions as to what else needs to be done before it can be 

accepted. 

Step 7 – Once the application is approved, the group is notified and then sets up an orientation 
meeting. 

 

Orientation Meeting 

When an application is accepted, the Administrator will notify the new group and also forward the 
information to the Zone Director. 

At this stage, fund raising activities should begin to help cover some of the start-up expenses such 

as advertising, photocopying, hall rental etc.  The Zone Director can provide access to electronic 

versions of MGOI recruitment brochures and other promotional materials which may be useful. 
The group should advertise the formation of a Master Gardener group and invite interested people 

to attend  an orientation meeting.  The program should start with an information session which 

includes: 

 information videos or MGOI slide presentation (available from Zone Director) 
 speaker on the Master Gardener program who will cover 

o educational requirements 

o volunteer commitment 

 the opportunity for attendees to ask questions 

 the opportunity for attendees to fill in an application form 
After the information session, depending on the number of applications received, it may be 

possible to have these candidates write the Eligibility Test and also be interviewed that same 

evening.  If not, a follow-up session must be arranged where the tests and interviews can take 

place. 
 

After successful candidates are notified by the organizing committee, the first official meeting of 

the group should be held.  Members must select a Coordinator, Secretary and Treasurer and a 

name for the group.  Each member must complete and sign the Master Gardener agreement.  
These agreements are kept by the Coordinator for the records.  The Coordinator will give his/her 

contact information to the Zone Director and will send a membership list and a list of the executive 

to the Provincial Administrator for MGOI records.   

mailto:info@mgoi.ca
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Disbandment Procedures for Local Groups 
Should the situation arise wherein a Group is decertified for non-fulfillment of requirements, or 

the majority of members of a local group feel they are no longer willing or able to fulfill the 

mandate or the expectations of a group member of the Master Gardeners of Ontario Inc., these 

procedures will be followed : 
 

Notification in writing 

The Coordinator of the local group (or a designate) shall notify the Provincial Administrator 

(info@mgoi.ca) , the President of MGOI, and the Zone Director in writing, stating the reason(s) 

for disbandment. Each member of the local group shall sign this notification of disbandment. 
 

Records 

MG groups that choose to disband shall return all Master Gardener group records (except the 

financial records, see below), such as MG agreements and meeting minutes, to the Provincial 
Administrator. 

Any other local group assets such as educational and reference materials, displays, signage, 

storage and group presentation materials shall be turned over to the office of the Provincial 

Administrator as the property of the Master Gardeners of Ontario Inc. 
Any assets of a disbanded MG group may be sold at the discretion of the MGOI Board of Directors 

or they may be kept and reallocated to a new group that may be formed at a later date. 

 

Finances 

A specific date shall be set for local group disbandment, and before this date the local group 
Treasurer (or designate) shall be responsible for discharging any outstanding accounts or debts 

incurred on behalf of the local group, such as payment for rental of meeting facilities, printing, 

telephone bills, telephone hot line accounts, etc., and the closure of local bank accounts that exist 

in the name of the local Master Gardener group.  No new expenditures shall be incurred during 
this period. 

Financial records pertaining to the local MG group funds shall be returned to the 

Provincial Treasurer, and any remaining local group funds shall become the property of 

the Master Gardeners of Ontario by being transferred to the Treasurer of MGOI for 
review and appropriate action. 

Any financial or verbal agreements with local businesses, organizations, or individuals in regard 

to group sponsorship or time commitments made on behalf of the local Master Gardener group 

will become null and void as of the set disbandment date.  Notification of a termination of 
agreement will be the responsibility of the Coordinator (or designate). 

 

Transfers 

Any MG  from a disbanded group may  apply for transfer to another  MG group in the area.  The 

request for transfer must be accepted by the membership of the receiving  group and approved 
by the MGOI Board of Directors. The Provincial Administrator (info@mgoi.ca) must be notified by 

the Coordinator of the receiving group of the change of membership.  Existing MG contracts will 

continue to be in effect, ie. three year training completion period for MGiTs and completion of the 

minimum number of required volunteer hours per year.  Past years of volunteer service will 
continue to be credited toward an MG's membership status for service pins and badges. 

 

Restart 

If at some future date a group of individuals wishes to form a new MG group in the area where 
the former MG group has disbanded, the original requirements for the start up of a new MG group 

will apply.  The original group assets may be returned to the new group, and a start up financial 

gift from MGOI may be given at the discretion of the Board of Directors. 

 

mailto:info@mgoi.ca
mailto:info@mgoi.ca
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SECTION 3 - PROVINCIAL POLICIES, PROCEDURES and 

RESOURCES 
 

PROVINCIAL POLICIES 
 

Commitments Required of Master Gardeners  
The commitment of education, volunteer time and continuous updating is fundamental to the 

Master Gardener program wherever it exists.  
Education 

Master Gardeners in Training (MGiTs) must successfully complete the prescribed Ontario edu-

cational component (see Education, Section 6) before they can be certified as Master Gardeners. 

Continuous Update 
The Master Gardener program places emphasis on  maintaining high levels of knowledge in all its 

volunteers.   Master Gardeners in Ontario must complete 6 Continuing Education Units every year 

(see Education, Section 6). 

Volunteer Time Commitment 

Each volunteer is required to contribute a minimum of thirty (30) hours of service each year. 
Advice 

Twenty (20) of these hours are to be direct contact with the public in activites such as (but not 

limited to): 

o giving advice on a one to one basis in person, by phone or by email 
o lecturing to a group 

o writing articles for publication in newspapers or on  websites 

Non-advice 

Ten (10) hours must be contributed to administrative activities, such as (but not limited to): 
o attending regular group meetings (those with business and education components) 

o serving on committees 

o being on an executive 

o preparing for lectures or clinics 
Acceptable Activities for Non-Advice Hours 

These activities would  qualify toward a Master Gardener's non-advice volunteer hours: 

o one hour of each regular meeting of a MG group can be counted as non-advice time 

o coordinating a local volunteer activity (arranging schedules, completing reports, etc)  

o serving on the executive of the local Group 
o preparation for a clinic, workshop or fair 

o participation as a registered volunteer in PlantWatch (the board recommends that local group 

policy allow one hour per year for observing a minimum of two plants) 

o a predetermined amount of travel time 
o serving on the MGOI Board of Directors and/or MGOI committees 

Not Acceptable Activities  

These activities do not qualify toward a Master Gardener's volunteer hours: 

o judging 
o flower arranging 

o activities for other volunteer organizations 

o advice not sought from you as a Master Gardener 

o activities for which you receive a personal fee 

o planting/gardening work done without an instruction component or public participation or 
learning  

o individual work done without prior approval from the Coordinator or Coordinating committee 

o "over the fence work" - giving friends and neighbours casual gardening advice.  More formal 

requests may be approved. 
o at no time should the Master Gardener volunteer try to reply to problems of a commercial 

producer.  These questions should be referred to a specialist in the field. 
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Proper Use of Master Gardener Title 
The title "Master Gardener", as it is used by MGOI, indicates that the individual is a member of a 

Master Gardener group in Ontario and has completed MGOI’s certification requirements.  The title 

"Master Gardener" does not represent a qualification or credential that can be used independently 

of membership in a Master Gardener group. 
 

The title should be used and hours counted only when the member is engaged in volunteer 

activites approved by the local coordinating committee and for which he or she is not personally 

compensated. 

If an honorarium is paid directly to the group, or is donated to the group by the MG, then the MG 
is acting as a volunteer and should use the title. 

Volunteer status is not compromised if the group chooses to reimburse the MG for expenses 

incurred while volunteering, such as parking fees, a travel allowance or photocopy charges. 

 
A member is always at liberty to indicate or acknowledge his or her membership in a Master 

Gardener group.  

 

Endorsements 
Master Gardeners are required to give balanced, non-judgmental advice and should not endorse 
any product or place of business, either implied or specific, in their recommendations. 

 

If a local Group chooses to create a list of area nurseries, garden centres, landscapers, garden 

maintenance services and other garden-related businesses as a resource for the public, this list 
should be complete and comprehensive.   Businesses owned and/or operated by MGs or which 

employ MGs should be included on this list but should not be featured or singled out for 

endorsement.   

 

A member should not use his or her membership in the Master Gardener program to solicit work 
for which he or she will be paid, nor to solicit business for his or her place of employment. 

 

 

Charitable Donations Policy 
General 

MGOI is a charitable organization registered by Canada Revenue Agency and thus can issue tax 

receipts for donations.  To be eligible for a tax receipt, the donation must be a gift of cash or 

property and must be given voluntarily.    

The purpose of any donation must be in keeping with the goals of the Master Gardeners of Ontario 
Inc. 

Donations of service do not qualify for a tax receipt.  

A member who receives an honorarium can choose to donate this to his group through MGOI and 

receive a tax receipt. 

 
Receipts 

The donation (cheques) must be made payable to Master Gardeners of  Ontario Inc..  A tax receipt 

will be issued to the donor by the Treasurer of MGOI. 

   
If the donation is directed to a local Group, the cheque must still be made payable to MGOI and 

be given to the MGOI Treasurer who will issue the receipt and then return the funds to the Group 

according to the following rules: 

 Where MGOI has solicited the donation on behalf of the group, 10% of the donation will be 
retained by MGOI. 

 Where the local Group has solicited the donation, 100% will be returned to the Group. 
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Interpretation of Charitable Donations 

Any group having questions as to the acceptability of a proposed donation should contact the 

Treasurer of MGOI who will obtain the interpretation of the tax office. 

 

MGOI Pest and Disease Control Policy 
Ontario Ban on  Cosmetic use of Pesticides 

On April 22, 2009, the Ontario ban on the cosmetic use of pesticides took effect.  Master Gardeners 

in Ontario have always supported the least invasive techniques in dealing with pests and diseases 

in the garden and are continually educating themselves on best management practices and 
alternatives to pesticide use.   

 

Policy 

It is a policy of Master Gardeners of Ontario Inc. that all advice given by MG volunteers when 
working under the authorization of the local group must be in accordance with the laws of Ontario 

and the principles of an Integrated Pest Management (IPM) strategy.  For the purposes of this 

policy an IPM strategy is defined as follows: 

IPM is an integrated approach to pest control based on a good knowledge of the pest 
organism (insect, plant disease or weed), determination of tolerable levels of damage, 

and choosing the least aggressive control measure from the following sequence of 

strategies: cultural controls first, then mechanical, biological and finally, chemical controls 

(where allowed). 

 
Resources 

The following websites, phone numbers and email addresses are sources of information:  

 Ontario Ministry of the Environment: 

  http://www.ene.gov.on.ca/en/land/pesticides/index.php 
o contains information on the various classes of pesticides, what can and cannot be used and 

in what situations. 

 Public Information Centre (Ontario MOE) 

o 1-800-565-4923   or  416-325-4000 
o email:  picemail.moe@ontario.ca 

 Health Canada's Pest Management Regulatory Agency, www.pmra-arla.gc.ca,  Responsible 

Pesticide Use and  Sustainable Pest Management (SPM Series) publications  

o PMRA's www.healthylawns.net 
o Call 1-800-267-6315  or 

o email:   pmra_infoserv@hc-sc.gc.ca  

 

Cautions 

Whenever the pest management law allows the use of a pesticide (such as dealing with Poison 
Ivy), Master Gardeners should remind clients of standard precautions in handling and applying  

pesticides. 

http://www.ene.gov.on.ca/en/land/pesticides/index.php
mailto:picemail.moe@ontario.ca
http://www.pmra-arla.gc.ca/
http://www.healthylawns.net/
mailto:pmra_infoserv@hc-sc.gc.ca
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MGOI Fees 
Each year at the Annual General Meeting of the Master Gardeners of Ontario Inc a per capita 

membership fee is set for the current fiscal year. 

Each Group must pay the membership fees annually to MGOI, based on the number of MGs and 

MGiTs in the Group on December 31.  The membership fees cover the current fiscal year -  ie : 
Fees paid in February cover the period from the previous May 1 to the coming April 30. 

 

Deadlines 

The deadline for payment of  membership fees is February 1  

 
Late Fees Policy 

 Payments not made by  February 1 are deemed late. 

 When fees are not paid by March 1, a reminder notice will be sent to the group. 

 When fees are not paid by April 1, a second notice will be sent to the group and to the Zone 
Director.  The Zone Director will also contact the group to discuss the situation.  The Board and 

the Zone Director will review any mitigating circumstances.   Efforts will be made to solve the 

situation at this point. 

 When fees have not been paid by the end of the fiscal year, April 30,  badges, certificates, and 
other correspondence from MGOI will be stopped.  Exams will not be sent or marked until 

payment is made. The group will be declared "not in good standing" and liability insurance will 

no longer cover the group. 

 If fees are not paid by 6 months, termination proceedings will begin. 

 
Membership Termination 

 When a Group’s fees are 6 months late, a motion will be made to the Board to terminate the 

membership.  Notification will be sent to the Group’s contact person, and the Group may give 

representation to the Board prior to a vote to terminate. 
 If the Board passes the motion to terminate the membership of the Group, the Group will be 

struck from the list of MG Groups.  The Group will not have voting rights at the Annual General 

Meeting.  

 Members of a terminated Group may transfer to another group willing to accept them to 
maintain Master Gardener status or to gain certification as  Master Gardeners.   

 The terminated Group may request to become a MGOI group once more by paying all overdue 

fees and applying to the MGOI Board for readmission. 
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PROVINCIAL PROCEDURES 

 
Communications 
MGOI Website 
 

http://mgoi.ca 

You will find information on the structure and functioning of MGOI, the archive of MGOI 

Newsletters, contact information for the groups and board members and much more.  The website 
is also intended to provide the public with information they may be looking for about the Master 

Gardener program and how it operates here in Ontario. 

 

Member section:    The Login link on the main menu leads to a Members Only section 
which is  accessible to all Master Gardeners.  The login information is the same for all.  

Username:  MG and password: member. 

There is a separate section for Board members. 

The electronic version of this Handbook can be found in the members only section.  The file on 

the website is always the most recently updated version. 
 

If you have questions, commendations or recommendations re the website, please contact MGOI 

Webmaster Jim Cook at  webmaster@mgoi.ca. 

 
Group websites 

 Several groups have their own websites.  Links to these websites and other contact information 

for the local groups can be found on the mgoi.ca home page.  Look in the vertical menu under 

MGOI Groups: Expert Gardening Advice. 
 Groups can place their websites on the MGOI server for a small set-up fee. Contact 

communications@mgoi.ca for more information if you are interested in this option. 

 

MGOI Newsletter  
The MGOI Newsletter, Insiude MGOI,  is produced monthly and sent via email to every Master 

Gardener who has supplied an email address to his or her group.   

Master Gardeners are free to unsubscribe at any time.  

This newsletter contains information about such things as member milestones and profiles, group 

projects and activities, coming events etc.  It provides a unifying thread for Master Gardeners 
across the province. 

 

Editor: Isabel Belanger (Etobicoke Master Gardener)   newsletter@mgoi.ca 

 
There is a call for submissions with a deadline every month but members may send information 

to the editor at any time.  Photographs are accepted as well and should include a caption.  

 

Past issues of this newsletter and the previous MGOI newsletter, What’s Growing On, are published 
on mgoi.ca. 

 

http://mgoi.ca/
mailto:webmaster@mgoi.ca
mailto:communications@mgoi.ca
mailto:newsletter@mgoi.ca
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MG-List 

The MG-List was established by MGOI to increase individual and group communication.  It 

currently is hosted by Yahoo which is a free service. Any questions or concerns about the MG-List 

should be addressed to listcoordinator@mgoi.ca. 

Group Coordinators:  Please remind your members frequently of this way of communicating with 
other MGs across the province.  Encourage them  to try it.  

 Membership in the MG-list is limited to Master Gardeners and Master Gardeners-in-Training in 

Ontario.  

 All emails addressed to mg-list@yahoogroups.ca are delivered to everyone subscribed to the 
list.   Members can choose to receive individual messages or the once-a-day digest. 

 Messages should pertain to items of interest to Master Gardeners; e.g. horticulture, agriculture, 

biology, group operations, etc.   Members can broadcast gardening questions to a larger 

audience by posting them to the List.  Special events including workshops  and fundraisers can 
be announced.    

 Photos can be attached to the messages.  This is particularly helpful if the message pertains to 

the identification of plants, pests, etc.  Attachments are delivered as thumbnails or links which 

means that members on dial-up do not have the disadvantage of long load times unless they 

choose to view the attachment.   
 In addition to the day-to-day communication, moderated discussions may be held from time to 

time.  The moderator suggests the topic, states a series of questions and gives the time-line 

for the discussion.  The topic and questions are posted on the list and all members are invited 

to comment.  Any member interested in suggesting a topic and moderating a discussion should 
contact the List Coordinator.   

 

Joining the list: There are two types of memberships in this list (or any yahoo group): 

 Full members: can send emails to the list and receive emails from the list, and they can also 
log into the group to view the archive of messages, the member list, post files or photos and  

view the files and photos posted there by others.  You must have a Yahoo ID to become a full 

member.   Instructions on how to create a Yahoo id and link this id to membership in the MG-

list can be found on the MGOI website  (http://mgoi.ca) in the members section under MG-List 
instructions.   

 Mailing list only members:  can send emails to the list and receive emails from the list only.  

They do not need to have a Yahoo ID.  The only way to get this kind of membership is to email 

a request to the List Coordinator to send you an invitation to join and when you respond to that 

invitation, you must select the "mailing list only" option.  
 

MG-Coordinators List 

This is another Yahoo group email circle reserved for coordinators, intended to allow them to 

communicate with other coordinators on topics related to group operations and activities and any 
other topics of particular interest and concern to members who have taken on this important role 

of coordinating a local group. 

When a member becomes the coordinator of a group, he or she will receive an invitation to join 

this email circle.  They can then opt for full membership or mailing list only membership (see 
above).  Past coordinators can remain part of this group until they unsubscribe themselves (or 

ask to be removed). 

 

 

 
 

 

 

 
  

 

mailto:listcoordinator@mgoi.ca
mailto:mg-list@yahoogroups.ca
http://mgoi.ca/
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Satellite Groups 
Definition 

When there is a  small group of fewer  than 10 volunteers in an area, this group  would be set up 

as a "Satellite" group  to a larger "Parent" group located in the same Zone.   

A Satellite group should have a minimum of 5 volunteers  all of whom would meet the same 
requirements as those in a regular group: 

 pass the Eligibility test 

 commit to 30 hours of volunteer time annually 

 agree to complete their chosen MG Education program requirements 

 
 

In all cases, the Satellite group shall have a Coordinator and  monthly meetings.   Minutes of these 

meetings and reports of activities shall be provided to their Parent group Coordinator. Where 

distance permits, the Satellite group should have a representative attend the Parent group's 
meetings and vice versa. 

 

The Satellite group will submit its hours record and other annual review information to the Parent 

group, for inclusion in the Parent Group's Annual Review to MGOI.  
 

The Satellite group should do whatever is possible to make their presence known in their 

community, including close association with the local Horticultural Society, to increase their 

numbers.  The Coordinator of the Parent group will see to the administration of Eligibility  test and 

interviews. 
When membership reaches 15 (10 in Northern Ontario), the Satellite Group can become an 

independent Group. 

 

   An existing group whose membership falls below  10 volunteers will have the option of becoming 
a Satellite group or, if operating successfully, continuing to operate as an independent group. 

 

Vote At the AGM 

The Parent group will carry the vote for themselves and the Satellite group.  The Satellite group 
does not have a separate vote at the AGM. 
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Master Gardener Insurance 
Policy 

Participants in the Master Gardeners of Ontario Inc. organization are covered by a comprehensive 

insurance policy with: 

Law Insurance Brokers 
14900 Yonge Street 

Aurora, ON   L4G 1M7 

Telephone:  1-800-529-2235 

Fax:  905-727-8370 

Contact: Glenda Wall  (GWall@lawbrokers.com)  905-727-1913  ext 106  
 

Certificate of Insurance 

MG groups may be required to supply a certificate of insurance or proof of liability insurance to 

display in a location i.e. shopping mall, hall, etc. 
Use the 'Request for Proof of Insurance Form'  in Section 8 of this Handbook, and fax, mail or 

email it to the insurance company.  The certificate can then be faxed or mailed to the location 

requesting it or to the MG group. 

 
Who is covered? 

The organization carries liability insurance on behalf of all Groups in good standing with the Master 

Gardeners in the Province of Ontario.  Coverage is provided on a broad basis to protect the 

"Directors, Officers, Members and Volunteers" assisting in the activities of the association, while 

acting within the scope of their duties as Directors, Officers, Members or Volunteers of the 
organization. 

This includes a Master Gardener (including any on reduced contract), Master Gardener in Training 

or Honourary Master Gardener who is participating in any approved activity or program sponsored 

and organized by a Master Gardener group. 
 

Coverage 

Third party claims against the insured are covered by the liability insurance policy.  MGOI currently 

carries a $5 million comprehensive general liability policy subject to a $1000.00 property 
damage/bodily injury deductible.  The insurance will respond to claims arising out of the 

negligence of the insured, for Bodily Injury, Personal Injury and Property Damage caused to a 

third party. 

This policy is not a personal accident or damage policy.  A claim may only proceed where a third 
party has suffered damages partly or wholly due to a negligent act of the insured (person). 

The policy does not cover:  

1. damage to property owned by a group (i.e. chairs, tractors, etc). 

2. injury to members - this is not a disability policy. 

3. land owned by or in the control of a group. 
4. intentional acts or illegal acts. 

5. decisions by the Board of Directors that cause a financial loss to the group.  (Directors and 

Officers are covered under the liability as noted.) 

This coverage does not replace regular insurance for vehicles such as private automobiles, etc., 
or medical or accidental insurance which is normally carried by everyone.  

 

Claims 

A detailed report of any incident in which there is potential for a claim must be filed with the 
Provincial Administrator (info@mgoi.ca) immediately.  The report must include a description of 

the incident (date, times, location, names of individuals involved or in attendance, and an 

assessment of damages).  File a report whether or not there is any indication that a claim may be 

made. 

 
 

mailto:GWall@lawbrokers.com
mailto:info@mgoi.ca
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MG's Role 

Liability insurance is in place to protect us in case of a mishap. However, it is our responsibility to 

take every normal precaution to ensure that the MG activity and programs that we are involved 

in are free from hazards, and are carried out in the safest manner possible. 
 

Definitions 

Liabilty: a state of being liable or responsible, either through actions (purposeful or inadvertent) 

or negligence resulting in injury or property damage to a third party. 
Negligence:  failure to do what a reasonable and prudent person would do in a given situation; or 

doing what a person would not do in a given situation. 

Third party: the claimant; the person affected by the injury or property damage who proceeds to 

take action against the insured. 
 

Questions and Answers 

Q. I am a Master Gardener and I occasionally host meetings at my home and have offered my 

garden for the annual garden tour.  What coverage do I have if someone in attendance is 

injured? 
A. This is not a business opportunity for you.  Your own personal property and liability insurance 

includes coverage for liability claims and personal injury.  If a person claims that you are 

responsible for their injury, your personal property and liability insurance should provide your 

protection.  Insurance does not cover the property owner for improper maintenance.  
 

Q. Our MG group hosts an annual bus tour to raise money for our expenses. On many occasions 

non-members will be part of this tour. Are they covered? 

A. Only Master Gardeners are covered by this policy.  Non-members will be covered by their own 
automobile insurance or by the policy held by the bus company. 

 

Q. Our Master Gardener group presents seminars and hosts a trade show every year.  Admission 

is charged for these events.  If something happened, would we be covered?   
A. All activities "usual to" Master Gardener groups are covered. At a trade show, the businesses 

involved should supply a certificate of third party liability insurance to the organizers.  The host 

group needs to formally request this certificate by writing to all exhibitors though it is not 

important to receive the actual certificate.  Small craft or home businesses should be covered 

by their home policy and in these cases the organizers just need the name of the holder and 
policy number. 

 

Q. Does the MG insurance policy cover liquor liability? 

A. Yes. 
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PROVINCIAL RESOURCES 
 

Recruitment Materials 
Brochures  

A recruitment brochure is available in the members’ section on mgoi.ca.  Groups can download 

and print this.  It contains information about the MG program and how to join and there is space 

for the local group to add their contact information using a stamp or sticker. OR, if a group wishes 
to have their information added directly to the original before they get it printed, they can have 

this done by contacting webmaster@mgoi.ca. 

MGOI CD - Come Grow with Us! 

This PowerPoint slide show prepared by Tena van Andel covers the many facets of the MG 
program, shows MGs in action across the province and describes what someone must do to join.  

This is available for download in the members’ section of mgoi.ca.  It is well suited to be run as a 

continuous loop at venues where the public is present.    

 

Promotional Materials 
The Great Ontario Garden Guide 

This Guide contains information for the home gardener.  It was developed by MGOI and an initial 

allotment was made available to each group to be sold or used as a give-away.  More copies are 

available at cost from the Revenue Development Committee.  Contact revdev@mgoi.ca.  
Ask a Master Gardener 

This book of questions and answers was prepared by MGOI to mark the 25th anniversary of the 

MG program in Ontario.  They are sold for $10 - groups may purchase them for $8.   Contact 

revdev@mgoi.ca to order copies (while they are available). 

 

MGOI Clothing 
MGOI owns the DST stitching file that will embroider the 

MG logo in two colours as shown here.  A DST file can be 

read by most embroidery machines.  A group can have a 
copy of this file if they wish to make an arrangement with 

a local supplier to have the logo applied to shirts, aprons, 

hats, etc. 

 Contact info@mgoi.ca to request a copy. 

 
 

 McGuire Uniforms and Clothing Inc 

The stitching file was prepared by McGuire Uniforms of Mississauga and it is on file there.  Any 

group is free to order apparel from the McGuire website or catalogue and have this logo applied.  
They will ship any where in the province or orders can be picked up at a prearranged time at their 

Mississauga address to save shipping charges. 

As of April, 2012, they charge $4.50 to apply the logo to one item and they have no minimum 

order required. 
The sales representative is Greg Scott - greg@mcguireuniforms.com 

Customer service representative is Theresa Jimenez- orders@mcguireuniforms.com 

Website: http://www2.mcguireuniforms.com 

Location:  McGuire Uniforms,  5456 Tomken Road, Unit 15, Mississauga, ON L4W 2Z5 

    Phone: 905-602-9998

http://mgoi.ca/
mailto:webmaster@mgoi.ca
file:///C:/Users/Kelly/Documents/MasterGardeners/MGOI/Handbook/2010Revision/mgoi.ca
file:///C:/Users/Kelly/Documents/MasterGardeners/MGOI/Handbook/2010Revision/revdev@mgoi.ca
mailto:revdev@mgoi.ca
mailto:info@mgoi.ca
mailto:greg@mcguireuniforms.com
mailto:orders@mcguireuniforms.com
http://www2.mcguireuniforms.com/
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SECTION 4 - LOCAL GROUP STRUCTURE 
 

Local Group Structure 
It is important that the local Group functions efficiently and effectively since Master Gardeners are 

volunteers and their time and efforts need to be respected. 

A well organized group will  

 make effective use of everyone's time.  
 ensure everyone  in the Group is informed about policies and procedures. 

 actively seek out potential volunteers and encourage them to spend their valuable time con-

tributing to the Master Gardener program. 

 
A smoothly running group will increase the satisfaction level of members and result in a more 

productive organization. 

 

Each Master Gardener Group will have a structure that is unique and it will evolve as the group 
matures. 

The structure will depend on 

 the size of the Group 

 the location/area that the Group covers 

 the interests of Group members 
 

EXECUTIVE 
Every Group should have an executive.  It is very important that thought be given to a structure 

that will allow for members to learn  the roles of the different executive positions to ensure stability 

and continuity in the group. 
Defining the positions needed and their respective duties is an important first step.  

 

Local  Coordinator 

The Coordinator of the local Group is the key contact for the group and is responsible for ensuring 
that the group runs smoothly. 

It is recommended that there also be a Co-Coordinator  (or Assistant or Vice Coordinator) who 

assists the Coordinator and will be next in line to take the Coordinator position. 

 
Local Coordinating Committee 

This committee should be made up of the Coordinator and Assistant Coordinator and other  exec-

utive members of the local group and the  Past Coordinator. 

It is important to have a local coordinating committee because:   
 it distributes the workload. 

 it keeps other members involved in the working of the organization. 

 the  decision making is shared so there can be no perception that one person is "running the 

show". 

 "two heads are better than one" - more ideas can be generated by a group of people. 
 

Other Executive Positions 

Other positions that may be needed in a group will vary with the size of the group and the activities 

in which they are involved. 
Treasurer – to  keep track of the financial records for the Group.  It is best if it is someone other 

than the Coordinator so that more people are involved and one person does not control 

everything.  The Group will need to define a year-end and should appoint an auditor/reviewer 

to check the books at the year-end. 
Secretary - to keep minutes of meetings, handle correspondence. 

Coordinator of Volunteers – to be responsible for keeping track of the time records/hours sheets 

kept by members and have some responsibility in the orientation and training of new members,  

and recognition of the volunteers. 



                                                      Section 4 – Local Group Structure 

MGOI  Handbook – 2010   Section 4  - page 2 
Section 4 – Local Group Structure 

Activity Coordinators - each major activity should have one MG who takes care of such tasks as: 

o acting as liaison with the community group being served. 

o setting up and circulating the schedule. 

o preparing the end-of-year report. 

Public Relations Committee - to promote Master Gardeners and their activities in the community. 
Some suggested other Committees : 

o Education : to arrange for group educational opportunities, such as at meetings 

o Library :  to manage the Group’s print materials 

o Nominations :  to arrange for succession in executive positions 
o Interview :  to administer Eligibility tests and interview candidates 

o  Special Programs/Events and any others specific to the activities of the local group. 

 

Resources 
OMAFRA has a series of fact sheets that can help individuals with the duties of an office.  

For example: 

 "Being a Club Treasurer-The Basics" 

http://www.omafra.gov.on.ca/english/rural/facts/89-107.htm 

 "Minutes Don't Just Happen" 
http://www.omafra.gov.on.ca/english/rural/facts/96-019.htm 

 "Promoting Your Organization's Activities" 

   http://www.omafra.gov.on.ca/english/rural/facts/96-021.htm 

 
Term of Office 

The length of time a person stays in a position will depend on the nature of the task and the size 

of group.  It is a good volunteer management practice to have a defined term of office, especially 

for the Coordinator position.  Members will be more willing to take on an executive position if there 
is a set term of office.  New people can generate new ideas and  increase enthusiasm.  When one 

member holds the office for a prolonged period of time it can  become a burden to  the member 

and it can limit the growth and development of the group.  Changes are needed for sustainability 

and growth of the organization.  
 

 

JOB DESCRIPTIONS 
 

Group Coordinator 
Working Schedule 

o Varies with season.  

o Hours are irregular and depend upon types of activities of the Master Gardener Group. 

o Term of 2-3 years is recommended 

 
Job Description 

o Coordinate the activities of the local Master Gardener volunteers. 

o Chair the goup's Coordinating Committee. 

o Plan and chair monthly meetings in conjunction with the local Coordinating Committee.  
o Develop committees within the Group to help administer program. 

o Ensure administrative reports are completed, submitted and filed: eg. annual reports, MG 

agreements. 

o Order pins, badges and exams from Provincial Administrator  (see Section 2, Page 3).  
o Attend meetings held by Zone Director to ensure good communication links with Zone 

Director and thus with MGOI Board of Directors.  

o Attend the AGM of MGOI and the annual Coordinators’ Conference. 

o Arrange for orientation and mentoring of new MGiTs, and monitor and encourage them with 

their educational courses or self-study. 
o Ensure provincial policies are upheld. 

o Help to establish and maintain local policies. 

http://www.omafra.gov.on.ca/english/rural/facts/89-107.htm
http://www.omafra.gov.on.ca/english/rural/facts/96-019.htm
http://www.omafra.gov.on.ca/english/rural/facts/96-021.htm
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o Ensure group members are aware of opportunities available for Technical Updates annually.  

o Conduct regular evaluation meetings with the volunteers to improve program locally and 

provincially. 

o Administer Certification exam as needed. 

o Ensure accurate membership data is kept. 
o Act as or appoint contact person to community groups. 

o Work with the Assistant Coordinator in order to ensure smooth transition when term is com-

pleted. 

 
Skills and Experience Required:  In addition to the same qualification as for any MG, the 

Coordinator must have: 

o The ability to manage, provide support for and motivate members of the Group. 

o The desire to ensure the continued existence and smooth running of the Group. 
o Good organizational skills. 

 

Rewards:  The Coordinator will:  

o Have the satisfaction of having made an important contribution to the Group. 

o Improve management skills and  develop leadership skills. 
o Have the satisfaction of contributing to the success of the organization as a whole. 

o Help ensure group sustainability. 

  

Coordinating Committee 
Membership:  This committee should include the Coordinator and members of the executive.  The 

Coordinator may invite additional MGs to be on this committee, especially any who show 

willingness to take a turn on the executive in the future.  The number of members will depend 

on the size of the Group.  
 

Working Schedule:  Meets at the request of the Coordinator.  Much consultation can be done by 

email. 

 
Job Description 

o Acts as a sounding board for the Coordinator and assists with decision making. 

o Assists the Coordinator in carrying out all the administrative functions of the Group 

 

Skills and Experience Required 
o interest in Master Gardener program 

o interest in developing leadership skills 

 

Rewards: satisfaction of contributing to the success of the local and provincial  program. 
 

 

Master Gardener 

Title: Master Gardener in Training to start and then Master Gardener when requirements have 
been met 

 

Working Schedule: The majority of hours are earned in the spring, summer and fall months. 

 

Description of Job: To provide reliable and accurate information to the public, in person, or via 
telephone, email or letter inquiries,  and by use of displays, newspaper articles, classes and 

workshops on some of the following subject matters: 

o home fruit and vegetable production, including planting, fertilizing, cultivation and pest 

management specific to the growing zone. 
o planting and care of annuals, perennials, trees, shrubs and lawns. 

o disease, pest and small animal control as they affect home grounds and garden. 

o landscaping, garden design considerations. 
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Record of Hours: The volunteer will record hours worked, numbers of patrons served, number of 

questions asked.  The local group may also keep track of questions asked and answers 

provided. 

Other duties may be assigned by the Coordinator or Coordinating Committee. 

 
Supervision: Immediate supervision will be by the Master Gardener Coordinating Committee 

and/or the Coordinator of the group. 

 

Required Skills, Experience and Abilities: An MG candidate must: 
o have a good basic knowledge of and interest in ornamental horticulture and general home 

gardening 

o successfully complete then Eligibility test, and be willing to commit to completing the MGOI 

educational requirements 
o be willing to commit time to Master Gardener activities (minimum 20 advice hours and 10 

non-advice hours per year of participation) 

o be able to work without constant supervision 

o be able to work with the public and be eager to serve 

 
Rewards: Through these volunteer activies,  the MG will have  

o the satisfaction of helping others. 

o a learning experience. 

o a sense of achievement. 
o useful experience to include on a resumé. 

 

 

Why Keep Track of Hours? 
This speaks to the Vision and Mission of Master Gardeners of Ontario. 
There have been discussions about the value of documenting volunteer hours.  It is important to 

keep a record of volunteer hours because: 

 it documents the amount of volunteer time put into the program which will help in attracting 

sponsors and financial support for the program. 
 it is an important marketing tool in program promotion. 

 it allows MGOI to demonstrate that the program is fulfilling its mandate of providing volunteer 

service to the public, ensuring the integrity of the Master Gardener program provincially.  

 it ensures all Master Gardeners put in a defined level of commitment to their group so that 
everyone is pulling their weight. 

 it keeps Master Gardeners in touch with the public so that future plans will fulfill the needs of 

the community. 

 these records can help the group identify local training needs for both Master Gardeners and 

public. 
 it gives the local group an indication of the hours needed to service their community and when 

there needs to be a concentrated effort to recruit new members. 

 the information from past events will help the local group evaluate the priorities for the future. 

 it is a method of estimating the value of the contributions made to the community. 
 

 

Annual Meeting of the Local Group 
Each Group will need to choose the best time of year to hold an Annual Meeting and elect new 

officers. 
Annual reports for MGOI are compiled on the calendar year so that may be a good time for a local 

group to change officers.    Some groups may decide that September is the best time for a new 

beginning and will choose to hold their Annual Meeting that month. It will be up to the individual 

group to make this decision but some structure and consistency should be adopted. 

 

Permanent Records 
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A local Master Gardener group should set up a system to store permanent records.  It is very 

important that the group keep these records and  pass them on to new Coordinators as they are 

appointed.  E-files or paper files are acceptable.   

In these files there should be: 

 a copy of the Master Gardener agreement  for each member,  indicating chosen educational 
program and date of completion 

 a record of anniversary dates for all participants 

 a record of MG recognitions - dates of certification, service pins and badges 

 a copy of any request for extension or reduced contract 
 a copy of the Group annual reports submitted to MGOI 

 a record of local sources of funding and yearly financial statements 

 minutes of meetings 

 information from MGOI 
 

 

Local Group Policies 
Every group should develop definite policies as to how they will manage the activities of the Group 

that are not covered by provincial policy.  A local policy must not modify or contravene a 
MGOI policy that all groups have agreed to follow.   Policies that determine which activities 

that may be included toward volunteer time and how much time is allotted for each activity are 

set by the local Coordinating Committee within the parameters set out below.  These local policies 

should reflect the goals and options available to your Master Gardener group. 

 
Decisions need to be made about such things as: 

 what volunteer activities in the community the Group should or could be involved in     

 what expenses incurred by MGs in carrying out activities are to be covered from Group funds 

 whether the Group will assist/reimburse MGiTs for tuition costs 
 what activities will count for non-advice hours 

 what advice formats the group will provide - (phone, mail, email, public sessions) 

 how to achieve consistency in the advice that is given 

 how much advice time/non-advice time can be claimed for such activities as preparing lectures 
and writing articles 

 how MGiTs will be monitored and mentored 

 what format the meetings will have and when the meetings will be held 

 whether travel time can be included in non-advice hours 
 how the scheduling for the various activities will be managed  

 what format the Group will use for collecting information on hours contributed 

 what the Group will do to recognize the service milestones of its members 

 if and how the group will honour retiring members  

 
Setting local policies 

It will be up to the Group to decide how it will go about setting policies and procedures.  Generally 

speaking, it is a good idea to give all members an opportunity to contribute to the discussion 

before decisions are made. 
However the decisions are made, the Group should keep a written record of these policies and 

make that part of the orientation package for new MGiTs. 
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Fundraising 

While the priority of the Group is to provide service to the community, there are expenses 

associated with running any organization. The Group must pay dues to MGOI (out of which MGOI 

pays for such things as Insurance). 

Each Group must determine what their necessary expenses are (such things as rental for meeting 
space, charges for the telephone helpline, copying charges), and what other expenses they would 

like to meet (such reimbursement to MGs for expenses incurred in volunteering). 

Once a budget is set, the Group must determine what activities are appropriate and sufficient to 

raise the necessary funds.  Some possibilities are plant sales in spring and/or fall, sale of fact 

sheets such as the Great Ontario Garden Guide, holding lectures with an entry fee, seeking grants 
from community groups served by volunteer activities, speaker’s fees, seeking sponsorship 

money, donations.) 

 

 

This Handbook 
An up-to-date print version of the Master Gardener Handbook should be kept by the local 

Coordinator and passed on to new Coordinator.  The content of this book can be revised by 

majority vote of the MGOI Board.  The MGOI Communications Committee will circulate any new 

or revised pages to all Coordinators.  These should be printed as they are received and inserted 

into the book  
 

If you are not sure if the version you have is up-to-date, check http://mgoi.ca in the Coordinators 

Section.  The version on the website is ALWAYS up-to-date. 

 
It is a good idea that all MGs be familiar with this book. 

http://mgoi.ca/
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Annual Review of Local Group to MGOI 
It is very important that each Group files its Annual Review to MGOI each year  so that this 

information can be included in MGOI's Annual Report.  

 

Due date 
The Annual Review, Financial Report and Membership list must be submitted ONLINE by February 

1st each year using the form provided on mgoi.ca in the members section.  Contact Claudette 

Sims (sims.claudette@gmail.com) for information or if you need a link to the form. 

 

Group Membership Fees 
The fees are to be submitted once each year at the same time as  the Annual Review for the 

calendar year just finished.   The total fee per group is determined by the number of  active Master 

Gardeners and MGiTs as reported in that Annual Review.  An active MG or MGiT is one who 

contributes volunteer hours.  Note that an MG on Reduced Contract for the year is an active 
member and must be counted.   Honourary MGs are not included for calculation of fees.   

 

A cheque for the total amount, payable to MGOI, should be forwarded to the Treasurer (See 

Section 2, page 3) by February 1st. 
 

Group Membership List 

A group membership list as at December 31 must be attached to the Annual Review form.  The 

Provincial Administrator will  update provincial membership records.   

 
Membership cards 

If the Group wishes to use Membership cards, these  are available from the Provincial Ad-

ministrator (info@mgoi.ca) and must be requested when the review is submitted. 

mailto:sims.claudette@gmail.com
mailto:info@mgoi.ca
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SECTION 5 - RECRUITING PROCEDURES 
 

Recruiting Procedures 
Recruitment 

Recruitment of new members should be an ongoing process.  The Group will need a steady supply 

of new volunteers to allow it to take on new volunteer opportunities to serve the community and 
to accommodate retirements.  Make a note of the skills required to meet the requests that have 

been made to the Group and recruit people who may be interested in these activities or who can 

contribute a needed skill to your group 

 

The local Master Gardener Group must decide : 
 how many new volunteers are needed and/or can be managed at a time. The Group may set a 

maximum number of MGiTs that it will take on at any one time, taking into consideration the 

number of volunteer hours available. 

 what skills are required by the Group to fulfill its community projects.  Skills such as accounting, 
promotion, working with schools, etc, could be important to the group. 

 

To recruit new members:  

 Distribute brochures and application forms at events where gardeners gather.  Invite interested 
people to attend one of the Group’s monthly meetings. 

o An application form is available in Section 8 of this handbook. This can be adapted to local 

requirements as necessary. 

o The MGOI information brochure is available on the password protected Members’ page of 

the MGOI website.  This also can be adapted to local requirements. 
 MGOI has supplied each zone with a tall MGOI display banner with the slogan « Come Grow 

With Us » that can be used by a Group to attract attention at events.  Contact your Zone 

Director to get access to this banner. 

 The Group may wish to hold an information session to inform people about the expectations of 
the Master Gardener organization and the activities of the Group.   Advertise this meeting in 

your local newspaper's Public Service Announcements as well as in the newsletters of 

horticultural societies and garden clubs. 

 
Look for candidates: 

 who can add to the activities in which your Group participates or ones who can help you with 

certain requests you have been unable to fill, e.g. working with youth. 

 with a horticultural background. 
 with the desire and the time to work with people.  

 who will be able to communicate unbiased, factual information to the public. 
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Selecting and Interviewing New Volunteers 
When  

Some Groups may choose to process applications only once a year and others may do this for 

each individual applicant year round. 

Invite applicants to an information meeting where the education and volunteer commitments are 
clearly explained.  This is very important. 

Applicants who are interested must write the Eligibility Test and be interviewed.  

 

Eligibility Test 
The Eligibility Test is available from the Provincial Administrator (info@mgoi.ca).   It is made up 
of multiple choice and true or false questions.  Tests should be administered in a suitable location 

with good conditions - tables, comfortable chairs, good lighting and free from distractions.  The 

test has a one hour time limit.  

The passing grade is 50%. The marked tests should be retained in the Group files. 
The test is confidential and the test and the answers should not be made available to members of 

the group.   

 

Interview Procedure 
A panel of interviewers should consist of two or three Master Gardeners. 

Interviews may be done individually or in a group. 

Some points about group interviews: 

 Try not to have too large a group of interviewees. Three or four is best. 

 Provide a comfortable setting.  
 Have each interviewer concentrate on evaluating only one or two of the candidates.  Not all 

interviewers need to evaluate everybody. 

 Interviewers should take turns asking questions.  State the question and ask each candidate 

to answer in turn.  Begin with a different person each time. 
 

Points  to consider: It is expected that applicants will be nervous.  It is possible that this is the 

first interview that they have had in many years.  It is important to make them feel at ease.  

 Applicants should express a love of gardening and that should shine through. 
 They should be interested in sharing their knowledge with others. 

 They should be able to express themselves and communicate effectively. 

 Applicants should have the time available to be a part of this program. 

 
Suggested Interview Questions 

(and what to look for in an applicant's answers) 

1. What is your gardening background? 

(Gardening experience is important. Sharing their failures is a plus as we all learn through 

experience.) 
 

2. Will you have the time to do the course material plus the volunteer work? 

(Some people have not taken a course since high school and may not know the amount of time 

it takes. It is nice to know how they plan to "make time".) 
 

3. What skills can you offer the Master Gardener program other than your gardening expertise? 

(Other skills are very useful: speaking experience, computer knowledge, working with youth or 

seniors, other volunteer activities.) 
 

mailto:info@mgoi.ca
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4. If someone were to ask you "What is a Master Gardener?" or "Why should I go to Master 

Gardeners for advice?" how would you respond? 

(The important response here is that they recognize that Master Gardeners do not know 

everything to do with gardening.  Part of being an MG is knowing how and where to find 

information, either in books or speaking to a more knowledgeable person.)  
 

5. If someone were to ask you an extremely simple question i.e. one that you felt anyone should 

know the answer to, how would you respond? 

(A Master Gardener should not talk down to a person or embarrass them. No question is a 
stupid one if it is asked honestly.) 

 

6. If you discovered that you were unable to participate in a planned Master Gardener activity 

that you had committed yourself to, what would you do? 
(Ideally, it would be good to hear that only a serious predicament would keep them from their 

MG commitments.  It inconveniences other MGs if someone does not fulfill the activities to 

which they have committed.) 

 

7. At a clinic, if you were asked for a cure to a plant problem that you have never heard of and 
cannot find in the books on hand, how would you respond? 

(Master Gardeners should not bluff their way through a problem.  They should take the person's 

name and telephone number or email address and tell them that they will get back to them.) 

 
8. What would you do if someone comes back to you and complains that the advice you originally 

gave them did not work? 

(One response here is to go over the advice in detail. Sometimes the person has not followed 

it exactly and this could cause problems. The problem may not have been diagnosed correctly 
and it should be examined from the beginning.  Additional information should be sought and 

arrangements could be made to obtain a sample or for home visit.  Willingness to apologize is 

important.) 

 
9. Why do you want to become a Master Gardener? 

(Hopefully, they will say that they wish to share their knowledge.  If they work in the industry, 

they should be reminded that they cannot solicit business while volunteering as a Master 

Gardener.) 

 
10. Do you have your family's support to take on these volunteer duties? 

(Family support is very important in order for the course assignments to be completed and 

volunteer hours to be achieved.) 

 
Selection Procedure 

Notify applicants of selection results based on test results and interviews.  A notification letter, 

signed by the Coordinator, should be sent out, inviting successful candidates to sign the MG 

agreement and join the Group. 

 A follow up should be done with participants who failed the test and/or did not score well on 
the interview. 
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MG Agreement and Orientation 
Master Gardener Agreement 

When a candidate signs the Master Gardener Agreement, s/he becomes a Master Gardener in 

Training. 

The Master Gardener Agreement Form is included in Section 8.  Copies should be made as needed. 
 

Each candidate should complete two copies of this form, returning one to the Coordinator and 

keeping one. 

Coordinators should keep these agreements on file.  It is not necessary to send a copy of the form 

to the Provincial Administrator (PA).   Notify the PA of any new recruits so that they can be added 
to the directory. Specify the date of official admission to the program and the candidate’s choice 

of education option.  (See Section 2, page 3 for PA contact information.) 

 

This agreement can be terminated at the discretion of the local coordinating committee if the 
requirements are not met. 

 

 

 
Orientation of MGiTs 

There should be a specific orientation process for new MGiTs so that they can meet their colleagues 

and become comfortable with their roles. 

  

Some points to cover in this orientation are: 
 review of expected commitment. 

 review of policies and procedures of the Group. 

 list of major events or activities in the local Group. 

 expected duties/tasks as they become a Master Gardener. 
 introduction to other members of the group. 

 

A new member should be nurtured.  The MGiT needs to feel a sense of belonging.  Becoming part 

of an established group can be very intimidating.   To have effective, happy volunteers be sure to 
help them to become part of your group.   A mentoring or buddy program could be initiated where 

the new MGiTs would be partnered with more experienced MGs until they feel comfortable with 

their roles. 

 
Study groups comprised of the people involved in the MGiT education program can help motivate 

and encourage new volunteers. 

 

 

  



                                                      Section 5 – RECRUITING PROCEDURES 

MGOI  Handbook – 2010   Section 5  - page 5 
Section 5 – Recruiting Procedures 

Special Situations 
Extensions 

An MGiT may apply for an extension to the time allowed to complete the educational requirements.  

The local committee may grant an extension for illness, family death, pregnancy, or changing 

work conditions, etc. 
 

The Master Gardener Extension Agreement can be found in Section 8 - Forms.  This must be 

completed, signed and retained by the Coordinator in the MG files.  

  

At the end of the one year extension, the Coordinating Committee should review the progress of 
the MGiT and decide if s/he should remain in the program. 

 

Reduced Contract  (replaces Leave of Absence Policy) 

Prior to April, 2010, the MGOI Leave of Absence policy required an MG who needed some time off 
to make a complete break with the group, not make any contribution of hours, not refer to 

themselves as a Master Gardener - it was an "all or nothing" policy.   

In April, 2010, the new Reduced Contract policy was adopted by the board.  This policy allows the 

MG or MGiT to remain an active member of the group while making a partial contribution of from 
0 to 29 hours. 

It should be clear that this is to be used in unusual circumstances only and is not a routine 

entitlement.  MGOI reaffirms that it is fundamental to the Master Gardener program that every 

member commits to contribute at least 20 Advice hours and 10 Admin hours per year and to 

complete 6 CEUs per year.  But MGOI also recognizes that, from time to time, a member may be 
unable to meet the entire commitment due to some unusual disruption in his or her life.   If this 

is a temporary situation and the member expects to be able to return to full duty within a year or 

two,  then an alternate arrangement that both suits that member and respects the requirements 

of the MG program can be worked out between the MG and the group.  It is felt that keeping the 
member on the active roll and encouraging them to do as much as they are able makes it more 

likely that they will return to full duty, instead of quitting, which often happened with the old LOA 

policy. 

And it is also felt that a reduced contract could be especially useful for an aging member who does 
not wish to retire completely yet but may not feel able to do the full load in the last few years with 

the program. 

 

Reduced Contract: 
An MG who is unable to do the full complement of advice and/or administrative hours in a given 

year due to some unforeseen or unusual but temporary circumstances can ask the local group for 

a one-year reduced contract. 

The requirement for 6 CEUs per year (or equivalent) cannot be reduced (see Education, Section 

6, page 5). 
 

A. The group should first explore with the MG the possibility of meeting the 30 hour commitment 

by using different opportunities to volunteer - perhaps those with less physical demand or at a 

different time of year.  If this does not accommodate the MG's situation, the group may give 
the MG a reduced contract for the year.  The number of hours promised can range from 0 to 

29. 

B. Each contract will last for the calendar year in which it is made.  It may be extended for the  

following year if the situation persists, but two years should be the maximum consecutive 
reduced contracts allowed.  An exception may be made for long-serving members who are able 

to contribute only a few hours in the last years before they retire.  

C. Full dues are payable for any member on a reduced contract, including those contributing 0 

hours.   The local group is responsible for submitting the dues, but may choose to have the 

member reimburse the group for all or any portion of these dues. 
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D. The group will decide how much of a year of service will be credited for the year on reduced 

contract.  It should be 0 for a 0 hours contract, and either .5 or 1 for a partial contract, based 

on the number of hours contributed and on the contribution history of the MG. 

E.  Advice and Administrative hours may only be counted in the year they are contributed but 

excess CEUs may be carried forward for one year. 
F.  If the situation which prompted the MG to ask for this reduced contract changes and the MG 

is able to do the full commitment of hours during the year, the reduced contract is voided. 

 

The Master Gardener Reduced Contract Request can be found in Section 8.  This must be 
completed, signed and retained by the Coordinator in the MG files. 

 

Transfers 

Occasionally, MGs may wish to transfer to another group, usually due to family relocation.  If the 
individual is from an MG group outside Ontario, he or she must complete the Ontario educational 

requirements.  Contact the Provincial Administrator for assistance.  info@mgoi.ca  

 

 

mailto:info@mgoi.ca
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SECTION 6 – EDUCATION 
 

MGOI Education Program 
Commitment 

It is a strategic cornerstone of the Master Gardener program that its volunteers are consistently 

trained and continually updating their horticultural knowledge. 
 

Master Gardeners in Training (MGiTs) must successfully complete an educational component in 

addition to meeting the required annual volunteer hours for two years before they can become 

certified as Master Gardeners. 

 
Three choices 

There are three paths towards completing the educational component for MG certification in 

Ontario: 

1. take 4 specified courses from Nova Scotia Agricultural College 
2. take 3 specified courses from University of Guelph 

3. pass the MGOI Certification exam. 

 

Each MGiT must select, in consultation with the group Coordinator, which path he/she will follow.  
See details below. 

 

Time allowed 

An MGiT may take up to three (3) years to complete the educational component, no matter which 

path has been chosen. 

  

Three Paths to Certification 
 

Note: Tuition paid can be claimed on the income tax form if all CRA conditions are met. 

 
1. Master Gardener Program, Dalhousie University, Faculty of Agriculture, Nova Scotia 

The MGiT may choose to complete the Master Gardener Training Program from Dalhousie 

University’s Faculty of Agriculture.  The courses are taken online and have specific start and end 

dates.  All of the materials for the courses are available online.  The fee for each course is $300.  
For information about the courses, go to: 

 http://www.nsac.ca/cde/courses/De/Master-Gardener/ontario.asp   

The required Dalhousie courses are: 

 The Science of Gardening 

 Maintaining the Garden 
 Plant ID 

 The Art of Gardening 

Note:  There is no requirement at this time for Ontario Master Gardeners to complete a Summer 

Course in Nova Scotia. 
 

2. University of Guelph Courses 

MGiTs may take three specified online courses from the University of Guelph Horticulturist 

Certificate program.   The courses are taken online and have specific start and end dates. The fee 
for each course is $549.  More information is available at admission@registrar.uoguelph.ca  or 

https://admission.uoguelph.ca/home.aspx 

The three Guelph courses required for MG certification are: 

 Cultural Practice for Plants 

 Introduction to Plant Identification 
 Growing Plants. 

See http://www.horticulturecertificates.com/   for more information. 

 

 

http://www.nsac.ca/cde/courses/De/Master-Gardener/ontario.asp
https://admission.uoguelph.ca/home.aspx
http://www.horticulturecertificates.com/
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3. Certification Exam 

Applicants who have a diploma or degree in horticulture, or who have extensive horticultural 

knowledge or industry experience, may choose to write the Certification Exam (see below for 

details on this exam).  Passing this exam will exempt the candidate from taking the courses.  They 

will be known as Master Gardeners in Training for two years while they fulfill the required volunteer 
hours. 

 

With the approval of the Coordinator, an MGiT may choose to prepare for certification by 

undertaking a program of self-directed study leading to writing the Certification exam.   An MGiT 
taking this path has three years to complete the preparation and pass the exam. 

 

The Coordinator should supply each MGiT choosing to write the Certification exam with the Basic 

Knowledge Requirements document  (available on member side of mgoi.ca or from info@mgoi.ca). 
 

Prior Learning 
Required Courses completed before joining 

New volunteers who have completed either the required NSAC or Guelph courses within the last 

5 years may be accepted into the group and exempted from taking courses or writing the 
Certification Exam.  They must provide documentation for the courses taken and the date 

completed. 

 

They will be known as Master Gardeners in Training for two years while they fulfill the required 

volunteer hours. 
 

Transferring MGs 
Master Gardeners who transfer to Ontario groups from an out-of-province group are required to 

pass the MGOI Certification exam, unless the courses taken to meet the educational requirements 

of their original jurisdiction are the same as those required by MGOI. 
MGOI will waive the examination fee for these candidates. 

They will have MG status as soon as they pass the exam provided they had already achieved that 

status in their original group. 
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Certification Exam 
Format 

The Certification Exam is an open-book exam.  The candidate may bring print references into the 

exam room (no electronic devices). 

The exam is to be completed in 2½ hours under the supervision of an invigilator chosen by the 
local Coordinator. 

 

Cost 

The cost of the exam is $100.  $50 of this fee must be submitted to MGOI when the exam is 

ordered.  The remaining $50.00 is retained by the local MG group to cover the cost of invigilation, 
postage, mileage and other expenses that may be associated with the writing of the exam. 

 

Dates 

The exam may be written on or near March 1, June 1, September 1 or December 1. 
 

Pass mark 

The pass mark is 70 per cent. 

 
2nd Attempt 

A candidate who is unsuccessful on his/her first attempt at the Certification exam may write a 

second time.  The rewrite exam will be a different version from the first and may not be written 

any earlier than 6 months after the first exam was written. 

A candidate who is unsuccessful on the second attempt must enroll in one of the two course 
options if he/she wishes to remain in the Master Gardener program. 

 

Procedure 

1. Candidate informs the Coordinator that he or she is ready to write the Certification Exam. 
2. Candidate and Coordinator consult to set a date and place.  Coordinator arranges for an 

invigilator. 

3. Coordinator sends exam request to PA (info@mgoi.ca) stating name and email address of who 

will be paying the $50.00 fee.   
4. The PA will send an invoice by email and when the fee has been received, will send the exam 

to the Coordinator. 

5. Exam is written under the supervision of an invigilator and returned to Coordinator. 

6. The Coordinator sends completed exam to Provincial Administrator. 
7. The Provincial Administrator sends the exam to a qualified marker. 

8. When the Provincial Administrator receives the exam back from the marker, she will record the 

results and then send them to the Coordinator. 

9. Coordinator gives MGiT the exam results. 

mailto:info@mgoi.ca
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Master Gardener Certification 
Master Gardeners in Training are allowed a maximum of three (3) years to successfully complete 

the educational component. 

 

Also, for certification, MGiTs must have completed 20 advice hours and 10 administrative hours 
during EACH year of their training. 

 

Early Completion: 

An MGiT may be certified after two years if the educational component has been completed AND 

the volunteer commitment has been met for each of the two years.  NOTE: Two years is the 
minimum amount of time that must be spent as an MGiT. 

 

Certificate Request 

When an MGiT has fulfilled the requirements needed for certification as a Master Gardener, the 
Coordinator should complete the Request for Certification Form (found in Section 8 of this 

handbook) and: 

 Attach proof of successful completion of 

o the four Dalhousie courses   OR 
o the three Guelph courses   OR  

o notification from MGOI of a passing grade in the Certification exam 

 the signatures of the coordinator and the MGiT on this form will confirm that the MGiT has 

completed at least two full years of service and has met the required volunteer hours during 

this time. 
 

This form should be submitted to the Provincial Administrator (this can be done by email sent to 

info@mgoi.ca).   The Administrator will send the MG Certificate to the Coordinator. 
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Technical Updating for Master Gardeners 
Continuing Education 

Master Gardeners are expected to provide current and up-to-date advice and information to the 

gardening public.  To achieve this, MGs must engage in continuing education activities. 

 
Continuing Education Units 

Continuing Education Units (CEUs) are the measurement used to assess a continuing education 

event.  CEUs indicate the investment by a Master Gardener in learning activities.   CEUs must 

provide information within the horticultural field that increases the depth and breadth of the MG’s 

knowledge of some aspect of horticulture, making him or her a better-informed MG 
 

Requirements 

1. Each Master Gardener is expected to complete at least 6 Continuing Education Units a year. 

2. MGiTs are not required to complete CEUs during any year in which they take courses towards 
Certification or are doing self-study to prepare for the Certification Exam. 

 

Continuing Education Activity 

Activity CEUs 

Attend a one-day, formal Technical Update. 6 

Attend a 2-day Summer Workshop co-planned by MGOI  12 

Attend the optional summer workshop in Nova Scotia 12 

Attend a lecture of at least 2 hours in Horticulture at a local college or 

university or other place of botanical/horticultural significance.  

2 

Complete a non-required Horticulture course from the University of Guelph 

or other post-secondary institution 

24 

Attend an event of at least 1 hour on a technical, horticultural theme, such 

as the educational component many groups have at each meeting.  

1 

Prepare a 1-hour presentation for your group or other event.  The CEU is 

awarded for the preparation only. 

2 

Research a current horticultural topic and submit a paper to your group or 

the MGOI Newsletter. 

1 

Read a book on a horticultural subject and submit a report both written and 

orally to your group. 

1 

Research and write an article or column for a local or provincial publication 

(newspaper, magazine, newsletter, TV, website). 

1 

Participate as a registered volunteer in PlantWatch by observing a minimum 

of 2 plants for a year 

1 

 
Guidelines 

• The focus of Continuing Education is on lifelong learning; an activity should be counted as a 

CEU because learning occurred. 

• All CEUs must have a scientific/technical basis - for example travel tours or garden tours 
generally do not qualify.  

• Each MG is responsible for counting CEUs for the year and reporting this along with  volunteer 

hours at the end of the year.  

• Travel time and meal time are not counted in CEU time. 
• The same hours cannot be counted as both volunteer time and education time.  The time spent 

at some events may be split between volunteer time and learning time, if appropriate. 

 

Technical Updates 
A group or a zone may organize a one-day educational program called a Technical Update.  

Technical Updates (TUs) have historically been the method by which most MGs gained their 

continuing education.  These Updating days are valuable to MGs in many ways.  Zones and groups 

are encouraged to continue the practice of planning and hosting Technical Updates.
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SECTION 7 - MG RECOGNITIONS 
 

Master Gardener Insignia 
Master Gardener Name Badge 

When a person becomes a Master Gardener in Training a name badge should be ordered from the 

Provincial Administrator. The badge is green and has the person's name and the word 

'VOLUNTEER' engraved on it.   There is NO cost to the individual or group for this badge. 
 

Should the badge be lost or broken, a new one can be ordered from the Provincial Administrator.   

Send the name to be engraved on the badge along with a fee of $15.00 (to cover the cost of the 

badge and mailing). 
 

Master Gardener Certificate 

Master Gardeners will receive a certificate when they successfully complete the required education 

and volunteer time commitment. 

 

 

Service Badges 
MGOI recognizes years of service with specially coloured  name badges and pins. 

 "Years of service" begin accumulating when a person becomes a Master Gardener in Training. 

 Any year spent on a 0 hours Reduced Contract will not count as a year of service. 

 Any year spent on Reduced Contract where some hours are contributed will be counted as .5 
or 1 year at the discretion of the group.  The decision should be based on the number of hours 

contributed for the year and the contribution history of the MG. 

 There is no cost to the Group for any of these pins or badges.  Replacement cost for name 

badges is as above. 
 

Five Year Pin 

When a Master Gardener has completed five years of service a green (with gold printing) lapel pin 

will be presented. 
 

Ten Year Badge 

When a Master Gardener has completed ten years of service, a gold name badge will be presented.  

 
Fifteen Year Pin 

When a Master Gardener has completed 15 years of service, a green (with silver printing) lapel 

pin will be presented.  

 

Twenty Year Badge 
When a  Master Gardener has completed 20 years of service, a platinum name badge will be 

presented.  

 

Twenty-Five Year Badge 
When a Master Gardener has completed 25 years of service, a black name badge will be presented. 

 

NOTE:   The Provincial Administrator will call for badge and pin orders quarterly.  Coordinators will 

be asked to order all badges and pins that are required for the next 3 months.   
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Recognitions 

The local Master Gardener Coordinator should arrange for a presentation of certificates, badges 

and pins at a suitable time or event. 

Some ideas for presentation location are: 

 MG Groupor zone meetings 
 Ontario Horticultural Association district meetings 

 Other events that will highlight the volunteer's sense of accomplishment. 

 

Retirement 
When an MG no longer wishes to or no longer can contribute any advice or administrative hours 
to the group, the MG should resign or retire.   

 

Central policy 

As of April, 2010, MGOI has no central policy on the awarding of titles/honours to Master 

Gardeners when they retire from the program. 
 

In previous years, members retiring with 7 years of service could request Emeritus status.  Those 

retired Master Gardeners who have that title are free to continue to identify themselves as Emeriti. 

 
Local Policy 

Each group may develop, if they wish to, their own policies and procedures for marking the 

retirement of their members.    

  

  

Honourary Master Gardener 
Defined 

Honourary Master Gardener is a title that can be awarded to: 

 an individual (non member) to acknowledge his or her contribution to the operations of the 

Master Gardeners of Ontario program at the local, zonal or provincial level;  OR 
 a gardener of high profile or significant stature in the community who is a friend to the Master 

Gardener Program. 

 

These individuals cannot be certified  Master Gardeners. 
 

An Honourary Master Gardener enjoys all the benefits of belonging to the organization with the 

exception of the right to vote at Group meetings or at the Annual General Meeting.  No annual 

membership fee is required, nor is any commitment of volunteer hours. 
 

Requirements 

Nominations should be submitted in writing by the local Coordinator through the Zone Director to 

the Provincial Administrator, who will bring the nomination to the Board of Directors for 

consideration.  The Board of Directors may  also make nominations.  
 

An individual who has been awarded the title of Honourary Master Gardener will receive a 

certificate stating this.  

 
Contact the Administrator for details. 
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SECTION 8  FORMS 
 
Each group is required to report details of its volunteer activity to MGOI each year for inclusion in 

the MGOI Annual Report. 

The details required include such information as total number of advice hours contributed by the 

group, total number of administrative hours contributed by the group, total number of Continuing 

Education Units earned by the group, and details of contact with the public, such as  number of 
people served, number of enquiries through the various avenues, etc. 

 

On page 2 in this section, there is a sample HOURS SUMMARY SHEET that could be used by an 

individual MG/MGiT to report the number of hours contributed for various activities during the year.  
This form can be adapted to the specific activities of each group. This sample form collects the 

information across the months but MGOI does not require a breakdown of hours by month so the 

group form does not have to use this format. 

 
On page 3 of this section, there is a sample COORDINATOR ACTIVITY REPORT which the coor-

dinator of an activity can use at the end of the year to summarize the numbers for the activity based 

on the Clinic Report Forms. 

 

On page 4 of this section,  there is a sample CLINIC REPORT FORM which MGs on duty can use to 
record the number of people served, the number of questions asked, and the topics (which could be 

of interest to the group in deciding topics for lectures, articles and fact sheets). 

 

On page 5, 6 and 7 in this section, there is another sample HOURS/CEU SUMMARY SHEET that 
could be used by an individual MG/MGiT to report the number of hours contributed for various 

activities during the year and the CEUs earned.  Again this form can be adapted to the specific 

activities of each group.  

 
On pages 15-20 is the WORKING COPY of the Annual Review each group is required to submit to 

MGOI by February 1.  The report is actually filed online but this form is provided to help coordinators 

pull all the information together before doing it online 

 
Groups are encouraged to create their own customized versions of these reports.  There is some 

information that the group MUST collect (in order to report to MGOI) and there could be other 

information that they CHOOSE to collect (such as number of volunteer hours available through a 

particular activity, number of MGs who participate in a particular activity, etc) to help with local 

planning.  The person in charge of calculating the numbers for the annual review to MGOI can use 
the information on these reports to complete the Master Gardener Group Annual Review to 

MGOI (page 14 of this section).   

 

EDITABLE VERSIONS OF THESE FORMS ARE AVAILABLE ON mgoi.ca in the members’ 
section. 

You can also contact info@mgoi.ca to request a specific form or forms. 
 

mailto:info@mgoi.ca
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HOURS Summary Sheet for Master Gardener  (sample) 
(fill in number of hours spent on each activity) 

 

 
Master Gardener_____________________Group______________   Year__________________ 

 

Activity J F M A M J J A S O N D Total 

Answering Telephone 

Hotline 
 

             

Answering Email helpline              

Answering in person 
inquiries at Clinics 

 

             

making Radio/ TV 
Appearances 

 

             

Speaking Engagements              

(Number attending  

speaking Engagements) 

 

             

Writing newspaper 
articles/Advertisements 

 

 

             

Other activities 

 

 
 

 

             

Admin activities 

(Meetings, committee 

work, etc) 

 
 

 

 

 

 

             

Total Administrative Hours 

 

             

Total Advice Hours 
 

             

Technical Updating 

Number of Continuing 
Education Units (CEUs) 
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Summary Sheet for Activity Coordinator (Sample) 
 

Master Gardener Activity________________________________________   Year______ 

 

Activity J F M A M J J A S O N D Total 

number of telephone 

enquiries 

             

number of email enquiries 

 

             

number of in person 

enquiries at Clinics  

 

             

number of Radio/ TV 

Appearances 

 

             

number of Speaking 

Engagements 

 

             

number attending 

speaking Engagements 

 

             

number of  Articles 

published for the public 

 

             

Other volunteer activities               

Total Advice Hours 

available through this 

activity 

 

             

Number of MGiTs who 

participated in this activity 

 

Number of MGs who 

participated in this activity 

 

 

Activity Coordinator______________________________________________ 
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Sample Master Gardener Volunteer Hours and CEU Tracking Form 
January to December 2015 

 Each MG volunteer is required to contribute a minimum of thirty (30) hours of service each year: 20 

hours in direct contact with the public and 10 hours in administrative activities  

 Information from this form is used to submit the Annual Review which is due February 1st, 2016. 

 Refer to section 3, page 1 of the Handbook for more information on Volunteer Hours. 

 

Name  

 
Check the box that applies: (double click on the box and choose “Default value “checked” to fill in)   

I am a MG (MG certificate holder).  
 I am an MGiT. Year/month  joined:  

MGOI requires the count and hours of each of these activities for the annual review.  
This information will be used for trending over time. 

 
How many hours of volunteer time did you spend giving gardening advice to the public?  

Activity Hours 
(number of hours spent 

doing each activity) 

Count 
(how many of each) 

 

Telephone enquiries   

Gardening enquiries via website / email    

In person enquiries 
(i.e. garden clinics) 

  

Radio/TV appearances 
 

  

Formal talks / presentations* 
 

  

MG guided Tours**   

Writing articles published for the public   

Other activities 
(i.e. Tweets, Online chats, Facebook) 

  

Your total advice hours  :   
 
 
 

 

*How many people in total attended all of your formal talks /presentations?  
(Ask someone to count numbers when you present or give your best estimate) 

 

**How many people in total attended all of your tours?  
(Give your best estimate) 
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MGOI only requires the total Administrative Hours of your group for the Annual Review.  
This page is provided strictly to help individual members track their hours by suggesting activities that 

fit in the administrative volunteer hour category. Coordinators can use this form to calculate the 
group total. 

 
How many hours of volunteer time did you spend in administrative duties?  

 

Activity Hours 

MG Meetings 

  

 

Coordinating a local volunteer activity  
 

 

Serving on the executive of your MG group 
 

 

Preparing for clinic, workshop etc 

  

 

Participation as a registered volunteer in PlantWatch  
 

 

Travel time (i.e. clinics, presentations and MG business ) 

  

 

Serving on the MGOI Board of Directors and/or MGOI committees   

Your total administrative hours  
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Calculating Continuing Education Units 

MGOI only requires the total CEUs for the entire group for the Annual Review.  
This page is only provided to guide individual members in tracking CEUs. 

 To remain current, each Master Gardener is expected to complete six (6) Continuing Education 
Units each year (CEUs).  

 Master Gardeners on Reduced Contract must complete the required CEUs. 

 MGiTs are not required to complete CEUs during any year in which they take courses towards 
Certification or are doing self-study to prepare for the Certification Exam. Courses used for 
certification should not be included in CEU count. 

 Refer to Section 6, page 5 of the Handbook for further information on CEUs. 
 

Use this table to identify and calculate the number of CEU’s you have completed. 

Activity Number of CEU credits Your CEUs 

Attend a one-day, formal Technical Update. 6 credits  

Attend a 2-day Summer Workshop co-planned by MGOI  12 credits   

Attend the optional summer workshop in Nova Scotia  12 credits   

Attend a lecture of at least 2 hours in Horticulture at a 
local college or university or other place of 
botanical/horticultural significance.  

2 credits   

Complete a non-required Horticulture course from the 
University of Guelph or other post-secondary institution 

24 credits  

Attend an event of at least 1 hour on a technical, 
horticultural theme, such as the educational component 
many groups have at each meeting. 

1 credit  

Prepare a 1-hour presentation for your group or other 
event. The CEU is awarded for the preparation only. 

2 credits  

Research a current horticultural topic and submit a paper 
to your group or the MGOI Newsletter.  

1 credit  

Read a book on a horticultural subject and submit a report 
both written and orally to your group. 

1 credit  

Research and write an article or column for a local or 
provincial publication. 
(newspaper, magazine, newsletter, TV, website).  

1 credit  

Participate as a registered volunteer in PlantWatch by 
observing a minimum of 2 plants for a year  

1 credit  

Total CEU Credits:                       
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  MASTER GARDENER CLINIC REPORT FORM (Sample) 
for collecting information on number of people served, number of questions asked and in what areas. 

 

LOCATION: ______________________________ DATE:______________ 

ACTIVITY COORDINATOR:_________________________________ 

MASTER GARDENERS: ____________________    ____________________ 

                                    ____________________     ____________________ 

PEOPLE SERVED: (||||) 

 

 

Topic General 

Information 

Care/Advice  Problems 

ANNUALS    

PERENNIALS    

TREE/SHRUBS    

VINES    

LAWNS    

HERBS    

VEGETABLES    

FRUITS    

CONTAINERS    

HOUSEPLANTS    

LANDSCAPING    

WEEDS    

INSECTS    

DISEASES    

ANIMAL PESTS    

MULCH    

COMPOST/SOIL    

FERTILIZATION    

BOOK SUGGESTION    

PUBLICATIONS    
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Application to Form New Master Gardener Group 
 
 

 

 

Location of new Group:__________________________________________ 

 

Contact Name:__________________________________________________ 

 

Address: _______________________________________________________ 

 

Postal Code_______________________   Telephone: ___________________ 

 

Email: __________________________________________________________ 

 
There are approximately _______ experienced gardeners who are interested in 

attending an orientation session. (Minimum 15 people in Southern Ontario and 10 

people in Northern Ontario) 

 

We plan on covering the geographical location of 

  

__________________________________________________________ 

 

Potential Master Gardener Coordinator 

 

 ______________________________________ 

 
Supporting documents to be included with application: 

 

 Letter(s) of support from your community 

o is there a need in the area? 

o is there competition for services from other MG groups or other sources? 

 List of interested people - names, addresses and phone numbers 

 Letter(s) of support from horticultural societies 

 Letter(s) of support from local agencies - for example: Municipal government, 

community groups 

 List of opportunities for possible volunteer activities in community, indicating 

contacts that have already been made 

o shopping malls, garden centers, home shows 

o possibility for telephone information line, website, email helpline 
o opportunities for cable television, radio, newspaper articles  
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Application to Join Master Gardener Group 
   
   
 
 

Name:   
____________________________________________Date:________________ 

 

Address:______________________________________Postal Code:_________________ 

 

Contact Info:   Phone: _______________Email: _________________________________ 

 
Please complete the following. Attach a separate sheet if necessary. 

 

Occupation: ___________________________________ 

 

Hours Available: _________________Days  Available:____________________________ 

 

Types of Volunteer Experiences:  
________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 
Years of Volunteer Experience: ________  Years of Gardening Experience: ____________ 

 

List any training, formal courses, certificates, or degrees you have in the field. 

 

________________________________________________________________________ 

 
________________________________________________________________________ 

 

List your areas of special interest related to gardening. 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
 

List your special skills or talents which would be useful to a Master Gardener group  

(public speaking, computer skills, etc.). 

 

________________________________________________________________________ 

 
________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

Signature: ____________________________________________ 
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Master Gardener Agreement 

 

 

 
I, (please print) ________________________________________, 

wish to participate in the Master Gardeners of Ontario Inc. program and am aware of the 

expectations. 

 

I agree: 
 to fulfill the educational requirements of MGOI within three years of signing this 

agreement, using the path of my choosing.  

 

 to  provide 20 advice hours per year to the Master Gardener program in activities 

sanctioned  by the coordinating committee. 

 
 to provide 10 non-advice hours per year to Master Gardener meetings and 

administrative activities. 

 

 

 that advice given by me as a Master Gardener will be in accordance with recognized 

recommendations and be unbiased, balanced and will not imply the endorsement of 

any product or place of business. 
 

 

A Master Gardener certificate will be awarded to me when I complete the educational 

requirements, provided I have also completed at least two years of  volunteer commitments.  

I realize that to retain this status I must compete at least 6 Continuing Education Units 

(CEUs) and fulfill the required volunteer time each year.  I realize that if I choose to resign 
from the program I will no longer be entitled to use  the title Master Gardener or Master 

Gardener in Training. 

 

I understand that my name, address and email address will be provided to MGOI to be 

recorded in the central database.  This information is never shared. 

 

 
Date____________________________  MG Group _______________________ 

 

 

Signature _________________________________________________________ 

 

 

Signature of Coordinator _____________________________________________ 
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         Master Gardener Exemption Agreement 

 

 

 

 

I (please print) _____________________________________________wish to 

participate in the Master Gardener of Ontario Inc. program. 

 

I  completed the educational requirements of MGOI at : 

 

Dalhousie University, Faculty of Agriculture ______   

 OR   University of Guelph  _____ 

 
on ______________________________________ (date) 

 

and am attaching  the necessary documentation. 

I agree 

 to  provide 20 advice hours per year to the Master Gardener program in 

activities sanctioned  by the coordinating committee. 

 

 to provide 10 non-advice hours per year to Master Gardener meetings and 

administrative activities. 

 

 that advice given by me as a Master Gardener will be in accordance with 

recognized recommendations and be unbiased, balanced and will not imply 
the endorsement of any product or place of business. 

 

I am aware that I must complete the minimum volunteer commitment in each of 

the first two years of the program.  During that time, I will be recognized as a 

Master Gardener in Training.   

 

A Master Gardener certificate will be awarded to me after two years provided that 

I have completed the volunteer requirements.  I realize that to retain this status I 

must  compete at least 6 Continuing Education Units (CEUs)  and fulfill the 

required volunteer time each year.  I realize that if I choose to resign from the 

program  I will no longer be entitled to use  the title Master Gardener or Master 

Gardener in Training.   

 
 

Date ________________________   MG  Group__________________________ 

 

 

Signature__________________________________________________  

 

 

Signature of Coordinator ______________________________________ 
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         Master Gardener Extension Agreement 
 

 

 

 

I, _____________________________________________, wish to continue in the 

Master Gardener of Ontario Inc. organization and complete my commitment to 

become a certified Master Gardener.  At this time, I am requesting a one year 

extension to complete the educational requirements. 
 

I am aware that I must meet my volunteer commitment of 20 advice hours and 10 

non-advice hours while completing  the required training program during this 

extension year, and I will continue to be recognized as a Master Gardener in 

Training. 

 

If I am unable to meet this new deadline, I will withdraw from the program. 

 

 

Name__________________________________________________________ 

 

Group _________________________________________________________ 
 

Start Date  _____________________________________________________ 

 

Date extended to ________________________________________________ 

 

 

Complete and give to your Master Gardener Coordinator who will retain in group 

files. 

 

 

 

Signature of MGiT 

 

 

 

Signature of Coordinator 
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Master Gardener Reduced Contract Agreement 

 

MG requesting reduced contract completes this section and gives to the 

Coordinator 

 

I, _________________________________________, wish to continue to 

participate in the Master Gardener of Ontario Inc. organization but am unable to 

contribute the full 30 hours for this calendar year, for the following reason: 
 

 

 

 

Instead, I can commit to provide   ______  advice hours and  ______ 

administrative hours. 

 

I am aware that I am expected to fulfill the commitment for 6 Continuing 

Education Units for this year.  

 

I am aware that if my situation changes and I am able to contribute 30 hours for 

this year, this agreement is voided. 

 
I am aware that this contract is for this calendar year only –   20___.  

 

........................................................................................................... 

Section to be completed by Coordinator 

 

Portion of dues (if any) to be paid by MG   __________________ 

 

Portion of year of service to be counted        0 __            .5____        1___ 

 

........................................................................................................ 

 

 
___________________________________________________________ 

Signature of MG 

 

___________________________________________________________ 

Signature of Coordinator 

 

____________________________________________________________ 

Date 
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Master Gardeners of Ontario, Inc. 

Request for Certification 

 

 
To be filled out by the Coordinator 
and sent to Provincial Administrator     

 
at info@mgoi.ca  

 
Date_______________________ 

 
Group: 

 
___________________________________________________________________ 

 
Please Certify  

 
___________________________________________________________________ 

 
As a Master Gardener in Ontario 

MGiT name 

____________________________________________________________________________________________ 
 
Date that MGiT 
joined the group: 

 
 
____________________________ 

Date that MGiT 
completed 
requirements: 

 
 
__________________________ 

                                                                (yyyy/mm)                                                                             (yyyy/mm) 
____________________________________________________________________________________________ 
Educational Path:  Dalhousie U 

Faculty of 
Agriculture      OR                  

 
University 
of Guelph         OR                        

 
 
Independent Study 

                                                                                                                                                            
__________________________________________________________________________________________ 

Documentation 
attached: 

Transcript 
from Dalhousie 

Transcript 
from U of Guelph 

Certification Exam 
 Results   (on file with MGOI) 

                                                                                                                                                                       
__ ______________________________________________________________________________________________ 

Volunteer Hours  
Completed for at 
 least 2 years: 

 Yes   

____________________________________________________________________________________________ 

Name /Signature 
of Master Gardener 

 

Name:____________________________________   Signature:________________________________________ 

___________________________________________________________________________________________ 

Name /Signature 
of Coordinator: 

 

Name:____________________________________  Signature:________________________________________ 
  
=========================================================================================== 
Provincial Administrator Only  
Date received:  

________________ 
Documentation complete:  

Certificate sent to:  
___________________________________________ 

  
___________________________________________ 

 
 

 
___________________________________________ 

 

mailto:info@mgoi.ca
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Master Gardeners of Ontario Inc 

Nomination Form 
Zone Director 

 
Name: _____________________________________________________ 

 

Address: ___________________________________________________ 

 
_____________________________   Postal Code: __________________ 

 

Telephone Number: __________________________________________ 

 

Master Gardener Group/Zone : 

___________________________________________________________ 

 

Resume or Self description : 

 

On a separate page please include a half to full page description of yourself that will 

be in included with the ballots to assist the voters in making their decision. 

 

All nominations must be accompanied by the signature of the nominating person 
and seconder (from another group in the zone).  

  

Nominated by:______________________________________________________ 

 

Seconded by:_______________________________________________________ 

 

To be completed by Nominee : 

 

If elected as a Zone Director, I agree to fulfil the responsibilities of the Director. 

 

Signed 

:________________________________________________________________ 
 

A copy of this nomination form should be sent to all Coordinators in the zone and to 

the current Zone Director.  If more than one nomination is received, an election 

must be held within the zone according to the Bylaws. 
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Local Group Annual Review 
2015  

Optional Working Copy  

 
Dear Coordinators, 
 

 Complete all entries as of December 31, 2015.  “This year” refers to 2015. 

 Due date to submit is February 1, 2016. Please make every effort to send your 
information in on time or earlier as it uses valuable volunteer time to send out 
reminders. 

 The working copy of this form is provided to help you organize your information before 
submitting it online.  

 The online form is automatically emailed to Claudette Sims and Kelly Noel when you 

submit it.  

 If you have questions or concerns please email Claudette at sims.claudette@gmail.com 
or Kelly at khnoel@rogers.com. 

 Local group data will be used to generate the 2015 MGOI Annual Report which is a 
valuable source of information to groups and the Board of Directors. 

 

 

Step 1 Membership list  
 
Have your membership list up to date as of December 31st, 2015 and saved on your 
computer: 

 Your updated membership list helps the Database Manager maintain an accurate and 
up to date list of members. 

 Provide member names with current addresses, telephone numbers and e-mail. 
 

 

Step 2 Financial Statement 
  
Complete the Master Gardener Annual Financial Report and save it on your computer:  

 As a registered charitable organization, MGOI is required to submit financial information 
to be reviewed by an accountant.  

 The financial report was emailed to you as an attachment and can also be found on our 
website under the tab “Annual Review Documents”. 

 A sample financial report is available if you need help filling in the form. 

 Complete your financial report as of Dec. 31.  

 

mailto:sims.claudette@gmail.com
mailto:khnoel@rogers.com
file:///C:/Users/Kelly/Documents/MasterGardeners/MGOI/Handbook/2010Revision/Master%20Gardener%20Annual%20Financial%20Report.doc
http://mgoi.ca/login/memberresources.html#tabContent9_stacks_in_360_page12


  Section 8 - Forms 

MGOI Handbook – 2010  (revised, November 2015) Section 8   page 18 

Section 8 – Forms 

Step 3 General and Contact Information 

 
Group Name 
 

 

 
Name of person completing this form: 
 

 

 
Email address of person completing this 
form:  
 
(required to send confirmation of receipt) 

 

 
Group website (where applicable):   
 

 

 
Helpline phone number (where applicable):  
  

 

 
Email Helpline (where applicable):   
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Step 4 Member Information Section 

 The information in this section helps us keep the member database up to date and 
identify trends: i.e. group numbers increasing or declining, number of new members, 
number of members who have left groups 

Current Membership  

 Dues are required for all Master Gardeners and Master Gardeners in Training, who 
contribute hours to your group, including any on reduced contract. 

Number of certified* Master Gardeners  
(*members who have received a Master Gardener certificate) 

 

Number of MGiTs 
 

Total** number of certified Master Gardeners and 
MGiTs     (**this total is used to calculate the Annual Dues at the 

end of the form) 

 

Please list names of any MGiTs who joined during this 
year so that files can be updated.  

(Press enter after each name.) 

1.  

Please list names of any MGs/MGiTs who transferred 
in from another Ontario group. 

1.  

 

Attrition  

Dues are not required for these former members.  
 
Please list: 

 the name of any member who 
transferred to another Ontario group, 
and where possible indicate 
receiving group 

 (Press enter after each entry.) 

1.  
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 the name of any other members who 
left the group this year and will no 
longer be volunteering. Where 
possible indicate the reason.  

  
(Press enter after each entry.) 
 

1.  

* Note: If your group gives Emeritus or other special status to members who retire they should 
be listed here only if they no longer contribute any hours. Members who still contribute any hours, 
should be included under “Current Membership” and dues are required. 
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Step 5 Volunteer Activity Data 

 

 This section helps us to assess how we are achieving our mission: “Master Gardeners of 
Ontario is a volunteer organization comprised of individuals who are certified horticultural 
experts and who provide in depth sustainable gardening information to the general public.” 

 The request for “Other Volunteer Activities” will be used to review what we may ask for in 
this section next year. 

 NEW!  MG guided tours was added last year as requested by groups 

 Give data where applicable and to the best of your knowledge. 

Please indicate number of: 

 telephone enquiries   
 

 gardening enquiries via website / 
email 

 
 
 

 in person enquiries at clinics  
 

 radio/TV appearances   
 

 formal talks /  presentations to an 
audience 

 
 

 people attending all formal talks / 
presentations (approx) 

  

 
 

 MG guided tours  
 

 people attending all guided tours 
(approx) 

  

 
 

 articles published for the public  
 

 

Other Volunteer Activities  

 Please list any OTHER activities or ways by which your group provided garden advice to 

the public, and indicate the number of times this took place. (i.e. Tweets, Online chats, 

webinars, workshops) 

  (Example:  electronic newsletter 12 issues) 
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Group Volunteer Hours  

Total hours of volunteer time giving gardening advice to the public 
(i.e. clinics, answering questions, speaking engagements) 

 

Total hours of administrative work (i.e. meetings, committees, prep 
time) 

 

Step 6 Education Information 

Continuing Education Units 

 To remain current, each Master Gardener is expected to complete six (6) Continuing 
Education Units each year (CEUs).  

 MGiTs are not required to complete CEUs during any year in which they take courses 
towards Certification or are doing self-study to prepare for the Certification Exam. 
Courses towards certification do not count towards CEUs. 

 

Indicate the total number of Continuing Education Units 
(CEUs) earned for your group 

 

 

New Certified Master Gardeners 

 Please provide the name and email of any 

member who achieved Master Gardener 
status this year.  

The Education Committee may use this 
information to do an ongoing survey of 

satisfaction with certification paths. 

1.  
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Step 7 Telling Our Story  

 This last section helps inspire and motivate other groups in the province.  

 NEW!  Four new questions have been added to inspire you! 

 Provide information in brief or point form.  

 

What was the highlight of your year?  
 
What are you most proud of?  
 
What are your challenges? 
 

  

How are you reaching out to the gardening 
public?  
 
How are you reaching out to partners in your 
community? 
 

  

How did you raise money for your group?  
 
What is the primary use of your revenues? 
 

  

What success/challenges have you had in 
growing your membership? 
 
What makes your group meeting 
worthwhile? 

  

 

Step 8 Save this form for your records: 

 Go to “save as” and rename the file with your group name. i.e. “Algoma MG 2015 
annual review working copy”.  

 Make sure you make note of the location where you saved the file. (Your desktop is one 
of the easiest places to save and locate a file.) 

 
Congratulations! You’re done! 

You are now ready to complete the online review found on the MGOI website! 

 
Step 9 Mail Cheque for Dues 

 Once our database manager (Kelly Noel) has confirmed your member numbers and 
dues amount, please send a cheque to the MGOI treasurer (Connie Hunter). An Annual 
Dues Mail In Form has been created for your convenience. 

 Calculation of Annual Dues: Number of certified MGs and MGiTs reported above**: 
____x $35.00 = $ ______ 

 Please mail your cheque for 2015 Annual dues to the MGOI treasurer:  
Connie Hunter, 1 Balmoral Ave, Suite 321, Toronto  M4V 3B9 

  

file:///C:/Users/Kelly/Documents/MasterGardeners/MGOI/Handbook/2010Revision/Annual%20Dues%20Mail%20In%20Form%202015.doc
file:///C:/Users/Kelly/Documents/MasterGardeners/MGOI/Handbook/2010Revision/Annual%20Dues%20Mail%20In%20Form%202015.doc
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Statement of Revenue, Expenditures and  
Net Assets  

Instructions: To fill in the form, click in the section where you would like to input information. 

For the year ended: December 31st, 2015 

Master Gardener Group Name: Master Gardeners 

REVENUE: (list all sources of revenue – i.e. book sales, plant sales, bank interest, dues collected, etc.) 

Revenue Items  

  

  

  

  

  

  

  

  

  

Total Revenue (A)  

EXPENSES: (list all expenditures by category – i.e. MGOI Annual dues, donations, speaker honorariums, etc.) 

Expense Items  

  

  

  

  

  

  

  

  

  

Total Expenses (B)  

 

EXCESS OF REVENUE OVER EXPENDITURES  (C = A – B)  

NET ASSETS – Beginning of Year      (D)  

NET ASSETS – End of Year (E = D + C )  
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NET ASSETS COMPRISED OF  (list i.e. Cash in bank, GIC, Canada Savings Bonds) 

  

  

  

  

  

  

  

  

  

  

Total Assets (E)  

      

Prepared by:    Date:    

 
 
 
Save and submit your form: 

 Click on “Save As” and rename your file with your group name: i.e. “Thunder Bay MG Annual Financial 

Report”.  

 Make sure you remember the location where you saved your file. (Your desktop is one of the easiest 

places to save and locate a file.) 

 When you or the Coordinator fills in the online Annual Review this file will need to be attached.  Click on 

“Choose File” to find your saved file and attach it. 

 For questions about this form please contact: 

o Treasurer  Connie Hunter at cmhunter@sympatico.ca 

o President  Claudette Sims sims.claudette@gmail.com 

  

mailto:cmhunter@sympatico.ca
mailto:sims.claudette@gmail.com
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Annual Dues Mail In Form  

Master Gardeners of Ontario 

 
 

 

_______________________________ 

(Group Coordinator or Treasurer) 

 

 

 _______________________________ 

(Master Gardener Group) 

 

 

February 1st , 2016 

 
 

MGOI Treasurer Connie Hunter 

1 Balmoral Ave, Suite 321 

Toronto, ON 

M4V 3B9 

 

 

Dear Connie 

 

The total number of active certified Master Gardeners and Master Gardeners in 

Training in our group as of December 31st is ______. 

 

Calculating $35.00 per active member, please find our cheque for $_________ to 
cover the cost of our annual dues.  

 

 

Yours truly,  

 
 



    

  

APPENDIX A:  BY-LAWS 

 

 

APPENDIX B:  Basic Knowledge Requirements 

 
Please consult http://mgoi.ca in the members’ section to find these documents. 

 

 

 
 

http://mgoi.ca/

