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LAFAYETTE PARISH MASTER GARDENERS ASSOCIATION, INC. 

BYLAWS 
 

 

ARTICLE I.  NAME 
The name of this organization shall be Lafayette Parish Master Gardeners Association, Inc. 

 

ARTICLE II.   PURPOSE   
Section A.  This organization shall be non-profit, educational and volunteer-oriented, associated with the 

Louisiana Cooperative Extension Service.  This organization shall not endorse any commercial products or 

enterprises.  
 

Section B.  This Association is organized and operated exclusively for charitable and educational purposes 

within the meaning of section 501(c)(3) of the Internal Revenue Code. 

 

Section C.  The purpose of the Lafayette Parish Master Gardeners Association shall be to assist the Louisiana 

State University Agricultural Center (LSU AgCenter) in educating Lafayette and surrounding areas about 

horticultural and environmental stewardship through the transmission of factual, research-based information. 

 

Section D.  Notwithstanding any other provision of these Bylaws, the Association shall not carry on any other 

activities not permitted to be carried on (a) by an organization exempt from Federal Income Tax under section 

501(c)(3) of the Internal Revenue Code of l986 (or the corresponding provision of any future United States 

Internal Revenue Law) or (b) by an organization whose contributions are deductible under section 170(c)(2) of 

the Internal Revenue Code of l986 (or the corresponding provision of any future United States Internal 

Revenue Law). 

 

ARTICLE III.  MEMBERSHIP 
Section A.  Louisiana Master Gardener Categories of Membership  

1. Membership shall be granted to those who successfully complete the Master Gardener program for 

Lafayette Parish, Louisiana. No discrimination shall be made for sex, race, age, color, religion, 

national origin, or disabilities. 

2. Louisiana Master Gardener Trainees are those members currently participating in the Lafayette Parish 

Master Gardener course of instruction. 

3. A person who successfully completes the coursework and examination phase of the training program 

is a Louisiana Master Gardener Apprentice. 

4. An Apprentice who successfully completes the volunteer service requirements in the allotted time is a 

Certified Louisiana Master Gardener. 

5. A Louisiana Master Gardener (LMG) that meets the annual requirements for recertification is an 

Active Certified LMG in Good Standing. 

6. A LMG that does not meet the annual requirements for recertification is an Active LMG Not in Good 

Standing. 

7. A previously certified LMG who fails to meet the annual requirements for recertification (current with 

annual dues, recorded required continuing education and volunteer service, and the submission of an 

annual signed Code of Conduct form) for two consecutive years is an Inactive LMG. 

8. A special category of inactive membership entitled “Certified LMG on Leave of Absence” may be 

granted by the LSU AgAgent Advisor, with input from the Executive Board, to those certified Master 

Gardeners who desire to suspend their volunteer commitment temporarily.  Guidelines for on-leave 

membership are specified in the Policies and Procedures Handbook of the Lafayette Parish Master 

Gardeners Association. 

9. Previously certified Master Gardeners who are currently inactive may rejoin the Association with 

payment of dues, submission of a signed Code of Conduct and fulfillment of volunteer commitment. 

They will be included in the Roster and considered Inactive until they have accomplished all 

requirements for Active In Good Standing status. 
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10. Membership shall be granted to those Master Gardeners who have previously acquired Master 

Gardener certification in another Louisiana Parish, or another state provided that: 

a. the transferred Master Gardener provides a letter of recommendation from the Extension 

Agent/Advisor of the chapter he or she is leaving specifying that the member left the chapter in 

good standing, had no dues owed, and had met all requirements of his or her volunteer 

commitment, 

b. dues of the transferred Master Gardener are paid to LPMGA in full at the time of transfer; and 

c. the transferred Master Gardener meets all recertification requirements of the Lafayette Parish 

Master Gardeners Association. 

 

Section B.   Volunteer Commitments 

The Board shall determine and formulate the commitment obligations of members, which may include: 

1. Volunteer hours on Master Gardener-approved projects 

2. Continuing education hours. 

Members must also meet state requirements.  The Louisiana Master Gardener Guidelines and a list of 

volunteer responsibilities set by the LSU AgCenter are included in the Policies and Procedures Handbook of 

the Lafayette Parish Master Gardeners Association. 

 

Section C.  Rights and Privileges  

1. Active members in good standing shall have the right to vote and to hold any Executive Board office. 

2. Apprentice members shall earn the right to vote once their volunteer obligation is completed and they have 

become Certified Louisiana Master Gardeners, but they shall have the right to attend meetings and serve 

on committees. 

3. Master Gardener Trainees shall not have the right either to vote or hold office, but they shall have the right 

to attend meetings and serve on committees. 

4. Inactive members are ineligible to vote or hold elective office on the Executive Board and will not receive 

an annual membership card. 
 

Section D.  Compensation and Reimbursement 

Guidelines for compensation and reimbursement are included in the Policies and Procedures Handbook of the 

Lafayette Parish Master Gardeners Association. 

 

ARTICLE IV.  DUES 
Section A.  Amount 

1. The general membership shall have the right to set and determine the amount of annual dues to be paid by 

the members. 

2. The amount of the annual dues may be changed by a majority vote of the membership upon 

recommendation of the Executive Board. 

 

Section B.  Payment 

1. All members active and inactive shall pay annual dues.  

2. Master Gardeners who have transferred from other parishes shall pay dues for the year of their transfer. 

3. Master Gardener Trainees and Apprentice members shall pay dues as part of their course fee. For training 

year and the following year.  

 

Section C.  Receipt of Dues 

1. Annual dues are payable on or before December 31st of each year. 

2. Unpaid dues shall be considered delinquent on January 1.  A late fee shall be charged for dues received 

after December 31. 

 

ARTICLE V.  EXECUTIVE BOARD 
Section A.  Composition of the Board 

1. The voting officers of the Executive Board of this organization shall be the President, Vice-President, 

Treasurer, Recording Secretary, Corresponding Secretary, Member-at-Large, Immediate Past President 
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and Volunteer Coordinator. Each voting member of the Board is entitled to one (1) vote on all matters 

brought before the Board. The President will refrain from voting except to break a tie.  

2. Ex officio, non-voting Executive Board members shall be the Newsletter Editor and Extension Service 

Agent/Advisor.  They shall serve on the Executive Board in an advisory capacity only and shall not be 

entitled to a vote. 

3. The offices of President, Vice President, Corresponding Secretary, Recording Secretary, Treasurer and 

Volunteer Coordinator shall be elected by the Active members in good standing.  Each shall serve a term 

of two (2) years on the board in the same or varying positions to commence on January 1st of the ensuing 

year. 

4. The Member-at-Large, who will serve as ombudsperson and liaison between the Board and the general 

membership, will be selected independently by the general membership by whatever means it deems 

appropriate.  

5. The Executive Board shall appoint the Newsletter Editor to serve as an ex officio member at the pleasure 

of the Board without a specified term of service.  

 

Section B.   Eligibility for Office 

1. Only an Active Master Gardener in Good Standing shall be eligible for election to the office of President. 

2. Active Master Gardeners in Good Standing shall be eligible for election to other elective Board positions.  

 

Section C.  Vacancies  

1. Should an officer for any reason vacate his or her position, the remaining voting members of the Board 

shall appoint a successor with the exception of the At-Large Member whose vacancy will be filled by a 

vote of the general membership. 

2. Any officer except the Member-at-Large may be removed from office by unanimous action of the 

remaining voting Board members and approval by the general membership.   

 

 Section D.  Duties 

The Executive Board shall have full authority granted to them by the active members of the Lafayette Parish 

Master Gardeners Association, Inc. to conduct all business of this organization.  Each officer shall have all the 

usual and customary duties of the office and whatever other duties are assigned by the Executive Board as 

outlined in the Policy and Procedures Handbook of the Lafayette Parish Master Gardeners Association, Inc.  

 

ARTICLE VI.  NOMINATIONS, ELECTIONS, AND APPOINTMENTS 
Section A.   The Nominating Committee shall be a standing committee composed of five Board and non-Board 

members as follows: the Past President who serves as chair, the current Member-at Large, the AgCenter 

Agent, a Board member appointed by the President, and a member in good standing elected by the general 

membership. 

 

Section B. Nominations of the Officers 

1. In September the Nominating Committee shall prepare a slate of nominees to be announced at the October 

General Meeting.   

2. The committee must receive prior permission to be nominated from each proposed nominee. 

3. Nominations for the Member At Large will take place at the October General Meeting. 

 

Section C.   Election of Officers 

1. The election of officers shall take place in November (Approved 4/3/2024).  There shall be no term limits.  

2. The offices of President, Vice-President, Corresponding Secretary, Recording Secretary, Treasurer and 

Volunteer Coordinator shall be elected by the eligible voting members. 

3. Corresponding Secretary, Recording Secretary, Volunteer Coordinator and Treasurer shall serve 2-year 

terms. The offices of Corresponding Secretary and Treasurer will be elected in alternating years to the 

Recording Secretary and Volunteer Coordinator.  The Vice President, President and Past President will 

serve terms of one year in each position.   

4. The Member at Large, will serve as ombudsperson and liaison between the Board and the general 

membership. The candidate(s) will be nominated by the general membership at the October General 
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Meeting.  The candidate(s) will be included in the November election ballot. The Member-At-Large serves 

a one-year term. 

5. The newly elected Executive Board will be announced in November, installed at the December Social and 

will take office on January 1st of the subsequent year. 

6. Electronic voting is approved for use during any vote before the membership or the Executive Board.  The 

voting process will be managed by the Electronic Voting Coordinator, or Co-Coordinator, at the direction 

of the LPMGA Board. Items that will be voted on may include but are not limited to: Elections (requires a 

simple majority vote), By-Law changes (requires a two-third (2/3) majority vote) and financial items that 

require membership approval. (Approved 4/3/2024) 

Section D.  Appointments 

1. The Executive Board may create standing committees and delegate duties and responsibilities to these 

committees. 

2. Standing committee chairs will be appointed by the Board from the general membership. 

3. Each chair shall solicit volunteers from the general membership to serve as committee members and may 

appoint additional members as needed. 

4. Chairs and members of all standing committees shall be appointed to serve a one (1) year term but are 

eligible to be reappointed for successive terms. 

5. The President may create ad hoc committees, appoint chairpersons to such committees, and delegate 

duties and responsibilities as deemed necessary. 

6. The term of any ad hoc committee will terminate upon the completion of the business that occasioned its 

creation. 

7. Any chairperson or member of any committee may be removed at any time by the President, but only with 

the prior approval of the elective members of the Board. 

8. The President, or a member of the Board as may be appointed by the President, shall be an ex-officio 

member of each committee. 

 

ARTICLE VII.  MEETINGS 
Section A.  Executive Board 

1. Executive Board meetings shall be held at least once monthly, excepting July, with additional meetings at 

the discretion of the President or the Vice President in the absence of the President. 

2. At least fourteen (14) days prior notice of all meetings of the Executive Board shall be given to all Board 

members unless a written waiver is signed by every person entitled to notice.  Consensus of the Board 

members is required to authorize such a waiver. 

3. The location and time of such Executive Board meetings, whether regular or special, will be determined 

by the President or the Vice-President in the absence of the President.  

4. Executive Board meetings shall be conducted according to Robert’s Rules of Order, Newly Revised. 

5. For any Executive Board meeting, all voting members present shall constitute a quorum, and the majority 

of those present shall have authority to act.  

6. Any member of the Executive Board shall have authority to grant a written, dated, and signed proxy to 

another Board member to attend a particular Board meeting and act with full authority at that meeting. 

7. For any Executive Board meeting, any one or more members may participate in the meeting by electronic 

communication.  

8. Any member of the Association may attend a Board meeting, request items to be placed on the agenda, 

and participate in discussions of matters before the Board, but only Board members may vote.  The 

President should receive advance notice of three (3) days for agenda items. 

 

Section B.  General Membership 

1. General membership meetings of the organization shall be conducted monthly, with the exception of May, 

July, and December. All meetings will be announced in the newsletter, by electronic communication, 

and/or by USPS.  At least fourteen (14) days prior notice of all meetings will be given to the members. 

2. The location and time of general membership meetings, whether regular or special, will be determined by 

the Vice President with the approval of the Board.  

3. General meetings shall be conducted according to Robert’s Rules of Order, Newly Revised. 



 

 5  

4. A quorum necessary for conducting business at a general meeting consists of the eligible voting members 

present. 

5. For a business meeting of the general membership, a simple majority vote of the eligible voting members 

present shall determine adoption of presented motions, except for proposed amendments to the Bylaws. 

 

ARTICLE VIII.   AMENDMENT 

 
Section A.  Proposed amendments to these Bylaws must be submitted in writing to the Executive Board.  
Section B.  These Bylaws may be amended at any general membership meeting, or by electronic vote.   

Proposed amendments shall be made available to eligible voting members by distribution at a general 

membership meeting, or electronic communication, or USPS no less than four weeks prior to when the vote 

will take place.  Adoption shall require a two-thirds (2/3) vote of those eligible voting members present or 

voting electronically. 

Section C.  No provision of this constitution may be amended such that it would be in conflict with the 

provisions of 501(c)(3) of the Internal Revenue Code of 1954 or the corresponding provision of any future 

Internal Revenue Law. 

 

ARTICLE IX.  DISSOLUTION 
In the event of dissolution of this organization, any assets remaining after all obligations are satisfied will be 

donated to the Louisiana Cooperative Extension Service or LSU AgCenter to further urban horticulture 

education in Lafayette Parish. 
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LPMGA Mission Statement:  The Lafayette Parish Master Gardeners Association, Inc. assists the 

LSU AgCenter in educating Lafayette and surrounding areas about horticulture and environmental 

stewardship through the transmission of factual, research-based information. 

 

LPMGA Vision Statement:  Growing a vibrant, green, and healthy community through Horticulture 

Education 

 

Articles Of Incorporation 

The official document entitled Articles of Incorporation for the Lafayette Parish Master Gardeners 

Association is housed in the filing cabinet in the Master Gardener Office. 

 
Memorandum of Understanding 

Document detailing the agreement between LSU and ULL regarding Master Gardener use of property 

at Iran Nelson Horticulture Center. A copy is housed at the LSU AgCenter office.  Contact the 

AgAgent for more information. 
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LPMGA POLICIES 

Rules of Order:  Policies and Guidelines 
 

I. General Policies and Guidelines of the LPMGA 
 

• The primary gardening focus of the LPMGA is its demonstration gardens.  As an organization the 

LPMGA does not maintain beds for any other business or organization.  As individuals, members 

may maintain beds for other entities as they choose, but may not use MG equipment, funds or the title 

of Master Gardener in doing such work.  Volunteer work credit as a Master Gardener is 

permitted only on sites that have been sanctioned by the Board. 

  

• The Demo Garden Maintenance and Propagation teams currently work on Wednesday mornings. All 

Master Gardeners are welcome to volunteer.  If you are working at the Demo Garden at any other 

time, be sure to have identification as a Master Gardener (your card or badge) in case you are 

questioned by the University Police. 

 

• In 2013 the Board designated the Medicinal Garden at Vermilionville as a demonstration garden. 

Volunteers work at the garden on Monday mornings, special event days on the weekends, and on 

weekdays when school groups are scheduled for activities. 

 

• Master Gardeners in horticulture-related businesses are not allowed to use their designation as Master 

Gardeners in personal or business advertisements.   

 

• Appearing at a commercial activity, having association with commercial products, or giving implied 

Cooperative Extension endorsement of any product or place of business is improper. 

 

• Master Gardener training and experience may be listed in qualifications when seeking employment.  

Once employed, however, Master Gardeners cannot display credentials or give the appearance of being a 

Master Gardener at the place of business, unless an approved Extension Service event is being held on the 

premises. 

 

• Only published Extension Service recommendations on the use of pesticides (insecticides, herbicides, 

and fungicides) can be used. 

 

• Rather than claiming to have all the answers, Master Gardeners have the ability and resources to find 

the answer to every gardening query by referring to books, Extension Service publications, or to 

people with specialized knowledge. 

 

• Master Gardeners maintain pride in the Master Gardener program, actively promote the program, and 

encourage suitable candidates to apply to the Master Gardener training program.  

 

• The Master Gardener dresses appropriately for the situation and, as a professional, projects a positive 

image, is as helpful as possible, and represents the Extension Service in a manner consistent with 

exemplary citizenship and leadership.  

 

• In the event of a Policy change or elimination approved by the LPMGA Board, the change or 

elimination will become effective on January 1st the immediately following calendar year. Exceptions 

will be made in the case of Policy changes or amendments that eliminate or amend Policies that have 

been determined to discriminate against or impact the safety of LPMGA members, and/or where a 

specific date is included in the motion that has been voted on and approved by the LPMGA Board.  
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II. Demonstration Garden Guidelines 

 
The purpose of the Demonstration Garden is to create an environment that informs our community and 

illustrates environmentally sound methods of gardening in an atmosphere of collaboration and enrichment.  

The Demonstration Garden provides: 

• A demonstration of how a wide variety of plants perform in a landscape bed. 

• A model to reduce chemical and water usage by planting disease-resistant and water-wise plants, and the 

use of efficient irrigation. 

• Display of new plants being trialed and not commonly grown in this area. 

• Hands-on guidance and educational activities for the LPMGA and for the general public 

• Tours of the garden by various educational and civic organizations to encourage exploration, education, 

and an understanding of plant science. 

 

Responsibilities of the Demonstration Garden Chair(s) Also see:  Emergency Plan 

The Demonstration Garden chair(s) has/have the following responsibilities: 

• Overseeing the physical facility, including its overall condition, supplies, signage, paths, layout, as well as 

for scheduling and soliciting volunteer support as needed 

• Compiling and maintaining an accurate master list of plants as provided by the various demonstration bed 

chairs, a copy of which shall remain available to all Master Gardeners 

• Maintaining records for scheduled and unscheduled seasonal work as appropriate 

• Replenishing and maintaining basic supplies and tools in order to insure continued efficiency in garden 

operation. 

• Keeping all instructions for equipment in the MG files in the workroom for future reference 

• Sharing personal plant knowledge and experience with fellow MGs and with the general public 

• Appointing co-chairs to share responsibilities as needed. 

• Working closely with the Treasurer to create a budget for the Demonstration Garden, maintaining records 

of expenditures within the budget, and soliciting additional funds if needed. 

• Keeping and updating a records notebook with instructions and information for future chairs. 

 

 

Responsibilities of the Demonstration Bed Chairs 

Each Demonstration bed chair has responsibility for an assigned bed.  Responsibilities include, but are not 

limited to, plant selection, garden layout, planting, regular bed maintenance (weeding, watering, deadheading, 

removing spent plants), and replanting as necessary.   

 

Additional responsibilities of individual bed chairs include: 

• Providing educational opportunities to the public, including conducting tours as needed and maintaining 

informational signs in the beds  

• Sharing garden knowledge and experience with fellow Master Gardeners 

• Collaborating with each other for purposes of plant trials and propagation 

• Maintaining accurate plant records and providing these records to the Demonstration Garden chair, and 

requesting additional volunteer support, when needed, from the Demonstration Garden chair 

• Appointing co-chairs to share responsibilities as needed. 

• Maintaining and updating a records notebook of important information for future chairs 

• Working closely with the Publicity chair, Historian, and Newsletter Editor to take pictures and assist in 

writing articles for the newspaper and the newsletter to document the garden. 

 

Demo Garden Maintenance Team 

Although maintenance of the Demonstration Garden is primarily the responsibility of the Demo Garden bed 

chairs, a team of volunteers assists the bed chairs and the Demo Garden chair(s) with routine garden 

maintenance on a weekly basis.  Activities include weeding, deadheading, applying mulch, maintaining the 

pathways, monitoring pest control and the irrigation system.  Any Master Gardener is welcome to volunteer. 

Volunteering in various areas is an ideal way to make the most of the MG experience by furthering personal 
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knowledge of plants and garden practices, enhancing stewardship in the organization, and meeting/working 

with a wide variety of plant-loving Master Gardeners. 

 

Finance 

The Demonstration Garden chair shall request an annual budget from the Executive Board after consultation 

with the bed chairs, who shall have discretionary spending for plant materials as set in the budget.  

Reimbursement requests beyond the approved discretionary spending budget shall be made to the 

Demonstration Garden chair.  All other expenses and supplies needed for the beds are provided for in the 

Demo Garden budget. 

 

Practices and Procedures 

Environmental considerations are encouraged as a part of public education through demonstration for home 

gardening, including the use of pine mulch, weed control, conservation of water, use of compost and other 

natural conditioners as appropriate, and implementation of integrated pest management as appropriate.  Pruning, 

cutting back, and deadheading should be practiced where applicable. 

 

Signage 

Signs should be clear, concise, consistent, unobtrusive, and informative.  The American Horticulture Society’s 

A-Z Encyclopedia of Garden Plants serves as the primary reference for plant names.  Plant names provide a 

reference for cultural information. 

 

Plant Selection 

Demonstration bed chairs are encouraged to make selections based upon the purpose of the bed, the potential 

for fulfilling the mission statement, and the plant’s ornamental value.  Further considerations include potential 

for propagation, experimental value, hardiness, ease of maintenance, including control within that bed and 

potential for spreading beyond that bed, and resistance to disease and pests. 

 

Bed chairs are encouraged to seek the advice of fellow Master Gardeners and to do whatever research is 

needed before installing new plants.  Use of a plant in one bed should discourage, but not necessarily prohibit, 

subsequent use of the same plant in another bed where appropriate.  Should a plant be removed from one bed, 

it should be offered for use in other potentially suitable beds. 

 

Nursery Beds 

Nursery beds are those transitory beds that may have a change in purpose or mission as needs arise.  Nursery 

beds shall be used for experimenting with underutilized or new plants, conditions, or procedures, as well as 

providing a place where seedlings or plants can be grown until they reach a state to be lifted for sale or planted 

in a permanent site.  Nursery beds shall also be used for those plants that cannot be placed in other demo beds 

for reasons including, but not limited to, size, color, or suitability for themed beds, but are necessary to the 

gardens for display and/or propagation stock.  Guidelines for nursery beds shall be the same as those set forth 

for all other beds. 

  



 

 10  

Specific Policies and Guidelines 
 

Advanced Master Gardener Certification 
The Advanced Louisiana Master Gardener Program is open to current Louisiana Master Gardeners in good 

standing who have completed all initial coursework and at least three years of volunteer service. Participants 

receive an additional two years of training, which includes obtaining a private pesticide applicator license and 

completing five core classes.  They also complete two interest-area classes and pass an exam pertaining to 

horticulture concepts.  For further information and application go to: 

www.lsuagcenter.com/advancedmastergardener. 

 

Attendance at MG-in-Training  
Active members may contact the Class Coordinator or LSU Ag agent to request permission to attend selected 

sessions of the Master Gardener-in-Training class for personal educational development.  

 

Awards, Acknowledgments, Honors and Recognitions 

• Kudos 

The Member At Large may submit an item to the LPMGA newsletter highlighting a volunteer or 

group of volunteers.  This is a special acknowledgment for their efforts or accomplishments. 

• Louisiana Master Gardener “Emeritus” Status 

The “Emeritus” Louisiana Master Gardener status is bestowed as an honor in recognition of 

meritorious service. Criteria for this status vary greatly from program to program, and as such, the 

Emeritus status is considered “unique” for each of the programs choosing to offer that membership 

status. 

• Outstanding Master Gardener 

An Outstanding Master Gardener award will be presented annually to a Lafayette Parish Master 

Gardener for her/his contribution to the Master Gardener program.  In September, the Outstanding 

Master Gardener (OMG) committee, comprised of three of the most recent past presidents (with the 

Immediate Past President acting as chair), the Member-at-Large, and a volunteer from the general 

membership, will seek nominations from the general membership.  Nominations are due October 1st.  

The OMG committee, whose decision is final, will select the Outstanding Master Gardener from 

among the nominees. At the December social, nominees will be announced along with the awardee. 

The awardee will speak briefly about what it means to be a Master Gardener. See website section 

labeled FORMS for an Outstanding Master Gardener nomination form.   

• Platinum Membership   

Platinum membership is an acknowledgement in honor of 20 years of volunteer service. Each year at 

the December Social, LPMGA will recognize members on the 20-year anniversary of their 

corresponding Master Gardener class. These 20-year members will be recognized for their long-term 

service and given the honorary title “Platinum Member (Approved March 2018). 

By October 1st each year, the Volunteer Coordinator will forward a list of members to be honored 

with Platinum Status to the LPMGA President and Social Committee Chair. The Social Committee 

will notify 20-year members that they will be honored at that year’s December Social.   

Platinum Members will be honored at the December Social through payment of their Social 

reservation for their 20th anniversary year and gifts or tokens of appreciation to be given at the Social 

as determined by the Social Committee and approved by the LPMGA Board.  New Platinum Members 

will also be acknowledged in the LPMGA Newsletter. 

In the LPMGA Roster, the letter “P” will appear beside the name of Platinum Members to denote their 

honorary status. 

• Sustaining Membership   

Sustaining Membership is an acknowledgement of 10 years of volunteer service. To be eligible, a 

member must have been active for a minimum of 10 years.  These 10 years do not have to be 

consecutive. A certificate of appreciation will be presented at a time deemed appropriate by the Board.  

In the LPMGA Roster, the letter “S” will appear beside the name of Sustaining Members to denote 

their honorary status. 

http://www.lsuagcenter/
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Sustaining Members must continue to meet all requirements to remain active members. An application 

form will be included in the website Members Only section.  Deadline for applications is October 31st. 

• Top Ten Volunteers 

The Top Ten is a yearly recognition of the ten volunteers who have performed and recorded the most 

volunteer hours. The deadline for hours to be considered is November 30th each year. The Volunteer 

Coordinator will use the online recording system to create a report, based on Volunteer hours only, to 

determine the 10 members who have recorded the most volunteer hours. The Volunteer Coordinator 

will create and print $20 gift certificates, with the member’s name and no expiration date, to be used at 

any LPMGA plant sale.  The names of the Top Ten volunteers will be announced and the gift 

certificates will be awarded at the December Social. (Approved 10/2018) 

 

Background Checks  
All LPMGA volunteers who will be working with children or handling money, Board members and members 

of the Master Garden class must have a background check.  The LSU AgCenter Agent/Advisor coordinates 

these at no cost to the applicant.  The Agent/Advisor is responsible for keeping a record of background check 

expirations and updating expired background checks. 

 

Badges-Also See Jobs:  Class Coordinator 
Louisiana Master Gardener Trainees become Apprentice members upon successful completion of the Master 

Gardener course and will be presented with a temporary name badge.  A permanent name badge will be issued 

upon completion of 40 service hours.  Certification hours must be completed by the end of the year 

immediately following the year of graduation.  

Permanent name badges will continue to be presented upon completion of required hours when Master 

Gardeners Trainees become fully certified members.  

Replacement Badges  

Replacement badges are paid for by the member requesting the badge. When preparing to order badges for 

the Master Gardener class members, the Class Coordinator and/or the AgAgent will announce ordering 

details and the deadline to order replacement badges in the LPMGA newsletter, at a General Meeting and 

in an email to all LPMGA members previous to ordering.  Badge requests and payment must be submitted 

to the Agent or Class Coordinator.   

 

Compensation 
Since the LPMGA and its parent organization LMGA are non-profit entities, its members provide unpaid 

volunteer educational service in the area of horticulture.  Members are not to seek payment when speaking to 

groups on horticulture-related topics (Refer to The Commitment for Louisiana Master Gardeners for more 

detail.) 

Plants not being held for sale or future use at the Demonstration Garden can be distributed to Propagation 

committee members, community gardens or non-profit groups.  Such plants can also be offered as door prizes 

and speaker gifts at monthly meetings.  

 

Conflict of Interest 
A conflict of interest is defined as an actual or perceived interest by any Master Gardener member or Board 

member of LPMGA in an action that results in or has the appearance of resulting in personal, or professional 

gain. Officers and members are obligated to always act in the best interest of the organization. This obligation 

requires that any officer or member in the performance of organization duties seeks only the furtherance of the 

organization mission.  At all times, officers and board members are prohibited from using their title or the 

organization’s name or property for private profit or benefit. 

A.  The officers and members of the organization should neither solicit nor accept gratuities, favors, or 

anything of monetary value from contractors/vendors.  This is not intended to preclude bona-fide 

organization fundraising activities. 

B. No officer or member of the organization shall participate in the selection, award, or administration of a 

purchase or contract with a vendor where to his knowledge any of the following has a financial interest in 

that purchase or contract: 

1. The officer or member 
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2. Any member of their immediate family 

3. Their partner 

4. An organization in which any of the above is an officer, director or employee 

5. A person or organization with whom any of the above individuals is negotiating or has an 

arrangement concerning prospective employment. 

C. Disclosure – Any possible conflict of interest shall be disclosed by the person or persons concerned. 

D. Board Action – When a conflict of interest is relevant to a matter requiring action by the Board, the 

interested person(s) shall call it to the attention of the board and said person(s) shall not vote on the matter.  

In addition, the person(s) shall not participate in the final decision or related deliberation regarding the 

matter under consideration.  When there is a doubt as to whether a conflict exists, the matter shall be 

resolved by vote of the Executive Board, excluding the person(s) concerning whose situation the doubt has 

arisen. 

E. Record of Conflict – the official minutes of the Board shall reflect that the conflict of interest was 

disclosed, and the interested person(s) did not participate in the final discussion or vote and did not vote on 

the matter.  (Policy Adopted 5-20-2013) 
 

Credit For Continuing Education and Volunteer Service 
Hours are either Continuing Education or Volunteer Service, not both. 

1. Continuing Education (CE) includes:   

• General meetings with an educational program (1 hour credit) 

• Approved workshops, conferences, horticulture speakers, MG “Garden Talks,” LPMGA YouTube 

channel videos 

• Research in preparation for a community outreach project/program 

• Plant and Seed Swaps (1 hour credit) 

• General reading in the field of horticulture is considered to be general educational development for 

personal growth rather than Continuing Education. 

2. Volunteer Service: 

• Volunteer service hours include service to LPMGA and the LSU AgCenter. 

• Approved volunteer service to LPMGA includes working at the demo beds, propagation, plant sales, 

and Master Gardener-sanctioned service projects.  

• Service to the LSU AgCenter through the parish program includes committee meetings and committee 

work, preparation for and participation at board meetings, and home visits as a Master Gardener or a 

horticulture expert.  Phone and computer hours are considered service to the LSU AgCenter.   

• Projects and activities must be approved and added to the list of sanctioned events before volunteer 

hours may be counted. 

• No volunteer hours are credited for food preparation.  

3. Travel Time: 

• Travel time is counted as hours for volunteer service and continuing education. 

• Travel time begins when a member leaves home and ends when the member returns home exclusive of 

time spent on personal business.  Travel time is added into the total number of volunteer or continuing 

education hours. 

4. Reporting Volunteer Hours: 

• Time can be logged in 15-minute increments on the computer for continuing education and volunteer 

service credit each month.  Fifteen minutes = .25; 30 minutes = .50; 45 minutes = .75 

• Hours should be logged into the computer each month. 

• Due to the lack of IT support during the LSU Winter Break, it is recommended that hours be recorded 

before December 15th.  Hours may be performed and recorded after that date certainly count, but due 

to the LSU Winter Break, IT support may not be available if there is a problem with the recording 

system.  If a volunteer has difficulty with recording hours, they should contact the Volunteer 

Coordinator for assistance. 

5. Instructions for Adding an LSU AgCenter Icon to your Cell Phone and Reporting Continuing 

Education/Volunteer Service Hours: 

• Not all phones offer this option. 

• Open your Browser or Search Engine to enter a web address 
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• Type in lsuagcenter.com 

• Scroll down under “Topics” to “Lawn & Garden” 

• Scroll down to “Master Gardener” and click on it 

• Scroll down to “Reporting Site Login” and click on it 

• At the bottom of your screen, you will see a box with an arrow pointing up.  Click on it. 

• Scroll left until you see (+) “Add to Home Screen.”  Click on it.  Click Add. 

6. Report volunteer hours on a monthly basis to the LSU AgCenter at www.lsuagcenter.com.   

Use the list entitled “Reporting Volunteer Hours Using LSU AgCenter Categories” as posted in the 

Member’s Only section of the LPMGA.ORG website.  For those without online capabilities, send hours to 

the Volunteer Coordinator.  Forms are included the Forms section of this handbook. Hours can only be 

recorded during the year in which they were accrued.  

Deceased Members 
1. Purpose:  To acknowledge and honor the memory of the deceased member and show support to the 

surviving spouse or partner on behalf of the LPMGA.  LPMGA has a need and a duty to demonstrate to 

the surviving family members the professional loyalty and respect due to our deceased member.   

2. Procedure: 

a. The Corresponding Secretary on behalf of LPMGA will send a card of condolence to the family. 

b. The Newsletter Editor will publish the name and biographical information of the deceased member in 

the Gardener’s Gazette.  The Corresponding Secretary will mail a copy of the publication to the 

surviving spouse or partner.  (Procedure Adopted 10-21-2013) 

c. The memorial page on the LPMGA website will be updated annually. (Adopted September 2016) 

 

Door Prizes and Gifts  

• Those members present and signed-in at a general meeting are eligible to win door prizes. 

• LPMGA mugs serve as gifts for Meritorious and Sustaining members and speakers. 

 

Elections, Nominations, Voting  

Each year the general membership elects members to serve in various positions.  These members are 

nominated in October, elected in November and installed at the December Social.  The following members are 

elected annually: 

• One member, from the general membership, to serve on the Nominating Committee  

• Board members ending a 2-year term of service  

• One Member-at-Large nominated in October and elected in November by the general membership to serve 

on the Board and on the Nominating Committee.   

Nominations and Service on the Executive Board 
A person nominated to be President of the LPMGA should have prior LPMGA Board experience. 

Continuity in the selection of members to the Board is strongly recommended. 

Executive Board Election 
Timeline for Election: 

The Nominating committee will meet in September or earlier.   

The slate of officers will be presented in October.   

The election of officers of LPMGA will be held in November. 
Installation and graduation will be held in December. 

Member-at-Large Election: 

The Member-at-Large serves as ombudsperson and liaison between the Board and the general 

membership. This person is selected independently by the general membership by ballot vote 

following nomination from the floor.  Prior approval by candidates is required before names can 

be submitted for nomination.  

Member-at-Large Election Timeline: 
September newsletter:  Call made for Member-at-Large candidates to be nominated at the October general 

meeting.  Permission must be obtained prior to nomination.  

October General Meeting:  General membership nominates candidates for Member-at-Large are made.   

http://www.lsuagcenter/
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November:  Election of the Member-at-Large is held at the same time as election of the other Board 

members. 

December Social:  Installation of officers, including Member-at-Large.  All officers, including Member-at-

Large, take office January 1. 

Electronic Voting  
Electronic voting is approved for use during any vote before the membership or the Executive Board.  The 

voting process will be managed by the Electronic Voting Coordinator, or Co-Coordinator, at the direction 

of the MG Board. 
Items that will be voted on may include, but are not limited to: 

• Elections (requires a simple majority vote) 

• By-Law changes (requires a two-third (2/3) majority vote) 

• Financial items that require membership approval (requires a simple majority vote) 
The voting will be managed using an electronic voting program that tallies votes and provides a breakdown 

of the results. 

Voting members that do not use the Internet, or who choose to use a written ballot, may submit mail-in 

ballots that will be included in the final tally. Written ballots may be obtained by contacting the Electronic 

Voting Coordinator.  Written ballots must be received by the last day of the voting period. 

Voting results will be submitted to the Board.  The President will notify the membership of the results via e-

mail, newsletter, and announcement at subsequent membership meetings.  The paper ballots, and a detailed 

summary of results, will be submitted to the Recording Secretary. 

Not all voting will be managed using electronic ballots.  Some votes will be conducted at Membership 

Meetings, with a voice vote, or show of hands.   These votes may include approval of Membership meeting 

minutes, Annual budget, etc.  

Printed ballots and stamped return address envelopes will be mailed to eligible voting members who do not 

have access to a computer. Electronic voting will be open for a period of seven (7) days starting on the day 

immediately after the date of the November General Meeting. 

 

Expert Master Gardener  
Experts are either active Master Gardeners (including those on Meritorious or Sustaining status) or horticulture 

professionals who serve as authorities in their field(s) of expertise.  These experts are a resource for MG 

volunteers giving presentations, those who are answering phone questions or for Ask-A-Master Gardener 

volunteers. 

 

Fees   

• A $5 late fee will be accessed for dues received after December 31. 

 

Gift Acceptance Policy 

The LPMGA, a not-for-profit organization organized under the laws of the State of Louisiana and exempt as a 

public charity under Section 501I(3) of the Internal Revenue code, encourages the solicitation and acceptance 

of gifts for purposes that will assist LPMGA to further and fulfill its mission.  The following policies and 

guidelines govern acceptance of gifts made to LPMGA or for the benefit of any of its programs: 

1. Purpose of Policies and Guidelines  

The Board of Directors and members of LPMGA solicit current and deferred gifts from individuals, 

corporations, and foundations to secure the future growth and mission of LPMGA.  It is the purpose of 

these Policies and Guidelines to govern the acceptance of gifts (including grants) by LPMGA and to 

provide guidance to prospective donors and their advisors when making gifts to LPMGA.  The provisions 

of these Policies shall apply to all gifts received by LPMGA for any of its programs or services. 

2. Restrictions on Gifts 

LPMGA will accept unrestricted gifts and gifts for specific programs and purposes provided that such gifts 

are not inconsistent with its stated mission, purposes, and priorities.  LPMGA will not accept gifts that are 

too restrictive in purpose.  Gifts that are too restrictive are those that violate the charitable trust of 

LPMGA, gifts that are accompanied by an improper economic benefit to the donor, such as a gift that is 

conditioned on a commercial preference to the donor or affiliated company, or gifts that vest the donor 

with inappropriate control, such as a gift that requires LPMGA to hire a specific person or take some other 
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unacceptable action.  All final decisions on the restrictive nature of a gift and its acceptance or refusal shall 

be made by the Executive Board. 

3. Gift Vehicles 

LPMGA will accept gifts through the following gift vehicles: 

• Outright donations 

• Testamentary bequests 

• Charitable remainder trusts 

• Charitable lead trusts 

LPMGA does not offer the following gift vehicles: 

• Charitable gift annuities 

• Pooled income funds 

 

4. Assets LPMGA is authorized to accept the following assets subject to these Policies and Guidelines: 

 

LPMGA shall accept all bequests of real estate unless the Board of Directors determines otherwise.  LPMGA 

shall review all proposed inter vivos gifts of real estate and shall consider such factors as sale and holding 

costs, current and expected future value, encumbrances, liabilities, title, restrictions, and any potential 

environmental issues prior to acceptance.  

Prior to accepting an inter vivos gift of real estate, the following steps will generally be taken: 

• Complete a profile of the property 

• Obtain a copy of the deed, any encumbrances, leases, and current tax bill 

• Consider obtaining a title report 

• Inspect the property. 

Cash or Cash Equivalents Acceptable. 

Charitable Pledge 

Agreements 

Acceptable if payable only in assets listed herein. 

Publically Traded 

Securities 

Acceptable.  LPMGA shall promptly sell any contributed securities in accordance 

with LPMGA investment policies. 

Closely Held Securities 

and Other Intangibles  

Acceptable.  LPMGA shall not accept securities and other intangible assets which 

may not be sold, have no value, or may result in additional liability to LPMGA. 

Tangible Personal 

Property

   

Acceptable subject to review by the Board of Directors. LPMGA shall not offer to 

value the contributed property.  The donor shall sign a statement of ownership and 

disclose any liens on the property.  LPMGA will not accept any property subject to 

a restriction on LPMGA ability to use, sell, or otherwise deal with the property as it 

deems necessary. 

Life Insurance

  

Acceptable.  LPMGA may accept the gift of a life insurance policy provided that 

LPMGA is the owner and the irrevocable beneficiary of the policy.  If the policy is 

not fully paid-up, the donor shall be encouraged to make annual gifts to LPMGA 

sufficient to cover additional premiums.  LPMGA shall have the right to retain the 

life insurance policy, cash it in, or otherwise make use of its value. 

Real Estate

  

Acceptable subject to review by the Board of Directors.  LPMGA will not accept 

any real estate subject to a restriction on LPMGA’s ability to use, sell, or otherwise 

deal with the property as it deems necessary.  The basic policy of LPMGA is to sell 

all contributed property as soon as practical.  Costs related to acceptance of gifts of 

real property, such as legal fees, surveying costs, hazardous waste surveys, etc., will 

be allocated as mutually agreed and will not affect the recorded value of the gift.  

Appraisal costs are the responsibility of the donor. 

In-Kind Gifts  Acceptable if approved by the President.  In-kind contributions include gifts of 

supplies, equipment, services and the like which are beneficial to LPMGA.  Costs 

incurred as a result of accepting the gift, such as transportation and storage, must be 

approved by the President.  The President shall report all in-kind gifts to the Board. 
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• Consult with a real estate advisor as to marketability 

• Evaluate the potential for any environmental liabilities 

• Consult with an environmental engineer or comparable advisor if necessary. 

5. Miscellaneous Provisions 

a.  Legal Counsel. The Board of Directors may seek the advice of legal counsel where appropriate and 

shall seek the advice of legal counsel in all matters pertaining to the acceptance of a gift which may 

have adverse legal, ethical or policy consequences to LPMGA.  All prospective donors shall be urged 

to seek the assistance of personal legal and financial advisors in matters relating to their gifts and the 

resulting tax and estate planning implications. 

b. Securing appraisals and legal fees for gifts to LPMGA.  LPMGA shall not appraise property.  It 

shall be the responsibility of the donor to secure an appraisal where required.  LPMGA shall not pay 

the legal fees of the donor.  The donor shall pay any fees for appraisals and legal advice required. 

c. Valuation of gifts for development purposes.  LPMGA shall record a gift received by LPMGA at its 

valuation for gift purposes on the date of gift, following generally accepted accounting principles 

(GAAP). 

d. Responsibility for IRS filings upon sale of gift items.  LPMGA is responsible for filing IRS Form 

8282 upon the sale or disposition of any asset sold by LPMGA within two years of receipt where the 

charitable deduction value of the item was $5,000 or greater.  LPMGA must file such form within 125 

days of the date of sale or disposition of the asset. 

e. Written acknowledgement.  Written acknowledgement of all gifts made to LPMGA and compliance 

with the current IRS requirements in acknowledgement of such gifts shall be the responsibility of 

LPMGA.  (Policy Adopted 6-17-2013) 

 

Hosting Meetings 

Members who open their homes or businesses for meetings, seasonal parties or other activities will receive 

sincere appreciation from the LPMGA in lieu of a gift or money.  

 

Inactive Member: Return To Active Status Policy 
An exception to Louisiana Master Gardener Guideline 4. “Inactive” Master Gardeners, including 

Reinstatement of Lapsed Certification has been granted by the LMG State Coordinator (3/2024). The LPMGA 

return policy regarding the return of inactive members shall be: 

Inactive For 36 Months or Less 

A formerly active member of LPMGA who has been inactive for 36 months or less may return as an 

Active Member Not In Good Standing by submitting a signed Code of Conduct form for the year of 

return and paying dues.  By performing and recording at least the minimum required hours during their 

year of return they will be considered Active In Good Standing the following year if they meet all other 

requirements.  If necessary, the Agent/Advisor will contact the LMG State Coordinator to reactivate the 

returning member’s online recording account. (The Code of Conduct form is posted in the Members Only 

section of the LPMGA web site.) 

Inactive For 36 Months or More 

Inactive members who wish to return after 36 months will contact the LSU AgAgent/Advisor.  The 

Agent/Advisor will make a decision regarding the member’s return and, depending upon the length of 

inactivity, may require the member to audit a number of Master Gardener training classes, without cost to 

the returning member, or to earn a number of Continuing Education hours in addition to the current 

requirement for active status.  The Agent/Advisor may require specific topics or material as sources for 

the additional Continuing Education hours without cost to the returning member. The returning member 

shall be listed in the Roster as a Member Not In Good Standing, shall pay dues and submit a signed Code 

of Conduct. By performing and recording at least the minimum required hours during their year of return 

they will be considered Active In Good Standing the following year if they meet all other requirements.  

If necessary, the Agent/Advisor will contact the LMG State Coordinator to reactivate the returning 

member’s online recording account. 
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Liability Insurance   
Master Gardener volunteers are covered under the liability insurance of the LSU Agricultural Center 

Cooperative Extension Service.  Coverage applies only to individual volunteers while they are performing 

volunteer activities for the Cooperative Extension Service.  The coverage does not extend to other 

organizations, groups, or individuals with whom the volunteer may be working.  Volunteers may not sign 

contracts, leases or other documents assuming liability responsibility, but rather should refer all to the 

Extension Agent/Advisor.   

 

The LSU AgCenter Extension Agent/Advisor must be notified regarding any LPMGA Board approved 

volunteer activity with which Master Gardeners will be involved so that liability insurance coverage is assured 

under the LSU AgCenter Cooperative Extension Service’s policy while acting on its behalf. 

 

The following items need to be provided by December 31st by the President to the Office of Risk Management 

at LSU for general liability coverage for Lafayette Parish Master Gardeners: 

1. Annual financial report 

2. Proposed budget 

3. List of sanctioned events (submitted in June and December) 

4. Filings with the IRS 

5. Current Domestic Corporation filing with the Secretary of State 

6. List of officers 

7. Letter from LSU AgCenter County agent/parish chairman stating that the organization is in a good   

working relationship with the office, has understandings of the missions of the AgCenter/MG program, 

and is conducting outreach educational programs on behalf of the organization.  

 

Annual Accident Coverage 
Master Gardeners, Master Gardeners-in-Training, and Jr. Master Gardeners are covered in case of an accident 

during a Master Gardener event by the American Income Life Insurance 

(http://www.americanincomelife.com/who-we-serve/4-h-insurance ). This insurance is used by Cooperative 

Extension and University Programs nationwide, and by our parish. The cost of the insurance is $1.00 per 

person and will be purchased annually by the organization. 

 If non-Master Gardeners travel in a vehicle leased by the Lafayette Parish Master Gardener Association (for 

example, a field trip), they must sign the Hold Harmless Travel form from the State Office of Risk 

Management and give it to the trip coordinator. 

 

Membership Privileges   

• Active Members:  Only active members in good standing have first priority in purchasing pine straw and 

signing up for field trips. 

• Dues-Paying Members: To ensure that all members are informed about Master Gardener activities, events, 

education opportunities and safety updates, all LPMGA members, Active or Inactive having paid dues or 

not, are entitled to receive all LPMGA emails, the newsletter and Extension Service, LSU Ag Center and 

Louisiana Master Gardener emailed communications. Exceptions will be the LPMGA roster and LPMGA 

Board and General meeting minutes, which will be forwarded only to Active members and inactive 

members who have paid dues. Emails including information about sales, events and any activities that are 

exclusively for Active Members will include that stipulation. All sections to the LPMGA handbook 

regarding or referencing emailed material (such as sections related to the LPMGA newsletter, information 

about Inactive Membership, and Jobs including Newsletter Editor and Electronic Liaison) will be updated 

to reflect this change. (2020)  

 

Mentoring Committee  
Volunteers will be requested from members of the previous class or, if necessary, from among the active 

membership to serve on the Mentoring Committee. 

 

 

http://www.americanincomelife.com/who-we-serve/4-h-insurance
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Roster 

• The roster contains contact information for members and for those who have paid dues. 

• The Roster contains contact information for Active Members in Good Standing for as long as they are in 

good standing, Active Members not in Good Standing for 2 years, and Inactive Members for 1 year. If 

after one year on the Inactive list members do not fulfill their obligations to become Active in Good 

Standing, they will be removed from the roster. 

• The roster will be updated twice annually with assistance from the Treasurer, Volunteer Coordinator, and 

Master Gardener Class Coordinator. The first roster will be made available to the membership at the 

beginning of the year to reflect annual membership status, and once in the fall to include the members of 

the new Master Gardener class. 

• The roster will list the current board, all LPMGA committees including committee chairs and members. 

The roster will also include emergency contacts for all members. 

• Master Gardeners who have paid dues receive the roster and have access to all communication and 

educational opportunities afforded to the active membership. 
 

Historical Roster 

The Corresponding Secretary, with assistance from the Master Gardener Class Coordinator, Volunteer 

Coordinator, and LSU Ag Agent, will collect and enter the names year of class graduation, and contact 

information for all graduates of the Master Gardener class and for all transfer members in a Historical 

Roster which will be updated each year.  A copy of the most current Historical Roster will be archived in 

the LSU AgCenter office. 

 

Scheduling Equipment and Meetings 
Equipment 

• Check with the county agent who sponsors LPMGA for use of the computer and projector, if needed. 

• Check with the chair of the Speakers’ Bureau for use of the public address system, if such equipment 

is needed. 

Meetings 

• Before scheduling a meeting, check to make sure that the place is available and that the time does not 

conflict with another MG-related event or meeting. 

• For events or meetings at Ira Nelson, check availability and schedule with the manager. 

Publicity (For those scheduling meetings or events) 

• Notify the “Ask-a-MG” chair if such participation is feasible 

• Arrange for someone to take photos 

• Notify the Publicity chair, Newsletter Editor, and Website Coordinator for appropriate community and 

membership publicity 

• Send your photos to the Newsletter Editor, the Historian, and the Publicity chair after the event. 

 

Social Media, Email Communication and Newsletter   

Email Communication   lafmgemails@gmail.com 
In order to make email communication most effective, please adhere to the following guidelines 

effective September 2009: 

• The LPMGA email is for Master Gardener-related items only.  Emails intended to benefit the LPMGA 

as an organization, serve its mission and vision statements, or directly serve one or more of its official 

programs are considered MG-related emails at the discretion of the Electronics Communications 

Liaison.  If you have personal or non-Master Gardener-related items, please work from your own 

contact list.  This address is for Master Gardener business ONLY.  

• Distribution does not have to be to the entire group.  You can specify a list of individuals.  If you are 

unsure who should receive it, send it, and the Electronic Communications Liaison will find out.  

• All communication, with or without attachments, should be mailed to lafmgemails@gmail.com for 

distribution. 
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• If sending a separate document or attachment, it is a good idea to include a cover message or statement 

indicating what it is, whom it is from, and what its purpose is as well as what the recipient should do 

with it. 

• Include instructions as to what you would like to have done with the email (i.e., respond, forward, 

route, distribute). 

• When receiving emails from the liaison, DO NOT just click reply—rarely is the Electronics 

Communication liaison the originator of the email.  Refer to the email for the originator and reply 

directly to that person.   

• ALWAYS include a contact email and/or a phone number if a response is required. 

• Notify the Corresponding Secretary of LPMGA for any contact information changes (name, 

address, phone, email, etc.). 

 

Newsletter 
The newsletter is limited in content to material consistent with the mission and vision statements of the 

LPMGA. The newsletter is emailed to active and inactive members listed in the Roster each month except 

for July. As a strictly volunteer organization, members refrain from advertising themselves as well as 

family members for anything that would potentially benefit any person for monetary gain.   

 

Websites/Social Media 

LPMGA periodically posts Master Gardener-related news and information on the LSU AgCenter website 

at www.lsuagcenter.com/lpmga.  LPMGA also maintains a website for the benefit of Master Gardeners 

and the gardening public. A newsletter archive, PDF files of the current Handbook, Roster, yearly renewal 

forms, expense forms and other frequently used forms are posted for download. The LPMGA website can 

be found at www.lpmga.org. Contact the webmaster for the password to the Members Only content. 

 

Socials Also see Jobs: Social Coordinator 
Socials are an opportunity to show appreciation to our volunteers, celebrate Master Gardener class graduations 

and enjoy the company of fellow Master Gardeners.  Socials are not General Meetings and no business, such 

as elections or other votes, shall be conducted.   

 

Speakers Bureau 
All speaking engagements by Master Gardeners before groups or organizations outside of the Master Gardener 

organization must be cleared through the Speakers Bureau before speaking arrangements can be finalized.  

Payment or gifts for speaking are not to be encouraged.   

 

Whistleblower Policy 
This Whistleblower Policy of the LPMGA (1) encourages officers, members and volunteers to come forward 

with credible information on illegal practices or serious violations of adopted policies of the Association; (2) 

specifies that LPMGA will protect the person from retaliation; and (3) identifies where such information can 

be reported. 

1.  Encouragement of reporting.  LPMGA encourages complaints, reports or inquiries about illegal 

practices or serious violations of LPMGA’s policies, including illegal or improper conduct by LPMGA 

itself, by its leadership, or by others on its behalf.  Appropriate subjects to rise under this policy would 

include financial improprieties, accounting or audit matters, ethical violations, or other similar illegal or 

improper practices or policies.  Other subjects on which the LPMGA has existing complaint mechanisms 

should be addressed under those mechanisms, such as raising matters of alleged discrimination or 

harassment via LPMGA’s Executive Board of Directors, unless those channels are themselves implicated 

in the wrongdoing.  This policy is not intended to provide a means of appeal from outcomes in those other 

mechanisms. 

2. Protection from retaliation.  LPMGA prohibits retaliation by or on behalf of LPMGA against any 

member of LPMGA for making good faith complaints, reports or inquiries under this policy or for 

participating in a review or investigation under this policy.  This protection extends to those whose 

allegations are made in good faith but prove to be mistaken.  The LPMGA reserves the right to discipline 

http://www.lsuagcenter/
http://www.lpmga.org/
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persons who make bad faith, knowingly false, or vexatious complaints, reports or inquiries or who 

otherwise abuse this policy.   

3. Where to report.  Complaints, reports or inquiries may be made under this policy on a confidential or 

anonymous basis.  They should describe in detail the specific facts demonstrating the basis of the 

complaints, reports or inquiries.  They should be directed to the President of the Executive Board of 

Directors or Member-at-Large; if both of these persons are implicated in the complaint, report or inquiry, 

it should be directed to the Vice President of the Executive Board of Directors.  LPMGA will conduct a 

prompt, discreet, and objective review or investigation.  Members must recognize that LPMGA may be 

unable to fully evaluate a vague or general complaint, report, or inquiry that is made anonymously.  

(Policy Adopted 9-16-2013) 
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Money Matters: Authorization, Budget, 

Collection, and Reimbursement 
 

Authorization: 

• Checks written in the amount of more than $1,000.00 require a second signature by the LPMGA President.  

• Expenditures of non-budgeted funds in excess of $2,000.00, such as grant requests or capital improvement 

of the property, must be approved by the Board and ratified by the general membership. 

• All anticipated committee expenses should be included in the committee budget and must have prior 

approval before expenditures are made.  The appropriate committee chair must authorize expenditures.  

Unbudgeted expenditures in excess of $250 must have prior approval by the Executive Board.  

Unbudgeted expenditures less than $250 must have prior approval by the Treasurer. 

 

Budget: 

• The Treasurer will finalize the budget with the assistance of the Finance Committee.  

• All budgeted funds must be spent within the fiscal year for which they are budgeted.  Such funds cannot 

be carried over to be spent in the following year.   

• All committee chairs and Board members who are listed in the budget must use the “Budget Charting 

Worksheet” to keep track of income and expenditures throughout the year.  The worksheet is found in the 

FORMS section of this Handbook. 

 

Collection: 

• All committee chairs and Board members who collect money must use the “Sign-up, Order, and Tally 

Sheet” located in the FORMS section of this Handbook. 

 

Expense Reimbursement: 

• Only approved expenditures will be reimbursed.  The official Expense Reimbursement form must be used 

when seeking reimbursement.  The form must be completely filled out and itemized.  The original 

receipt(s) from the vendor must be attached to the form, which must be submitted within thirty (30) days of 

expenditure to the Treasurer of the LPMGA.   

• Expenditures in excess of $250.00 should be paid directly to the vendor rather than as reimbursement to an 

individual in the LPMGA.  Exceptions to this rule must have prior approval by the Treasurer. 

• Expense Reimbursement forms are located in the file cabinet in the cottage, in the desk drawer in the 

Master Gardener Office and in the member section of the MG website. 

 

Record Retention Policy 
The Lafayette Parish Master Gardener Association takes seriously its obligations to preserve information 

relating to litigation, audits, and investigations. The information listed in the retention schedule below is 

intended as a guideline and may not contain all the records the organization may be required to keep in the 

future. Questions regarding the retention of documents not listed in this chart should be directed to the 

President. From time to time, the President may issue a notice, known as a “legal hold,” suspending the 

destruction of records due to pending, threatened, or otherwise reasonably foreseeable litigation, audits, 

government investigations, or similar proceedings. No records specified in any legal hold may be destroyed, 

even if the scheduled destruction date has passed, until the legal hold is withdrawn in writing by the President. 

 

File Category Item Retention Period 

Corporate Records Bylaws and Articles of Incorporation  Permanent 

 Corporate resolutions Permanent 

 Board and committee meeting agendas and minutes Permanent 

 Conflict-of-interest disclosure forms 4 years 

Finance and 

Administration 

Financial statements (audited) 7 years 

 Auditor management letters 7 years 

 Payroll records 7 years 



 

 22  

 

1.  Electronic Documents and Records.  Electronic documents will be retained as if they were paper 

documents.  Therefore, any electronic files that fall into one of the document types on the above schedule 

will be maintained for the appropriate amount of time. If a user has sufficient reason to keep an email 

message, the message should be printed in hard copy and kept in the appropriate file or moved to an 

“archive” computer file folder. Backup and recovery methods will be tested on a regular basis. 

2. Emergency Planning.  LPMGA records will be stored in a safe, secure, and accessible manner. Documents 

and financial files that are essential to keeping the LPMGA operating in an emergency will be duplicated or 

backed up at least every week and maintained off-site. 

3. Document Destruction.  The President is responsible for the ongoing process of identifying the 

organization’s records, which have met the required retention period, and overseeing their destruction. 

Document destruction will be suspended immediately upon any indication of an official investigation or 

when a lawsuit is filed or appears imminent. Destruction will be reinstated upon conclusion of the 

investigation. 

4.  Compliance.  Failure on the part of members to follow this policy can result in possible civil and criminal 

sanctions against LPMGA and its members and possible disciplinary action against responsible individuals. 

The President will periodically review these procedures with legal counsel or the organization’s certified 

public accountant to ensure that they are in compliance with new or revised regulations.  (Policy adopted 9-

16-2013) 

 

 

 

 

 

 

 

 

 

 

 

 

 Check register and checks 7 years 

 Bank deposits and statements 7 years 

 Chart of accounts 7 years 

 General ledgers and journals (includes bank 

reconciliations) 

7 years 

 Investment performance reports 7 years 

 Equipment files and maintenance records 7 years after disposition 

 Contracts and agreements 7 years after all obligations end 

 Correspondence — general 3 years  

Insurance Records Policies — occurrence type Permanent 

 Policies — claims-made type Permanent 

 Accident reports 7 years 

 Safety (OSHA) reports 7 years 

 Claims (after settlement) 7 years 

Real Estate Deeds Permanent 

 Leases (expired) 7 years after all obligations end 

 Mortgages, security agreements 7 years after all obligations end 

Tax IRS exemption determination and related 

correspondence 

Permanent 

 

Technology Software licenses and support agreements 7 years after all obligations end 
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LPMGA Executive Board  
 

The voting officers of the Executive Board shall be the President, Vice President, Corresponding Secretary, 

Immediate Past President, Recording Secretary, Treasurer, Volunteer Coordinator and Member At Large.  

Each voting member of the Borad is entitled to one (1) vote on all matters brought before the Board.  The 

President will refrain from voting except to break a tie.  Ex officio, non-voting Executive Board members shall 

be the Newsletter Editor and Extension Service Agent/Advisor (LPMGA Bylaws, Article V, Section A-1, 2). 

 

Job Descriptions of Executive Board 
 

Each officer must be an Active Member in Good Standing, have had a background check and must 

attend Executive Board and general membership meetings.  Each officer is expected to report to the 

Board and the general membership the items for which they are responsible.  Each officer must also 

maintain and update a records notebook of important information pertaining to their duties.  This 

notebook should be handed over to the person assuming their position at the joint meeting of the 

outgoing and incoming boards to be held in December. 

 

Voting Board Members 

1. President:  The President presides over both the general membership and the Executive Board 

meetings of the Lafayette Parish Master Gardeners Association.  The President also represents and 

speaks for the Association before the public, appoints a volunteer member of the Board to the 

Nominating Committee, and works with the Treasurer in preparing the budget.  In addition, the 

President works closely with and reports to the Lafayette Parish Extension Service Agent coordinating 

the Association’s program.  The President also has the power to create or disband ad hoc committees 

with Board approval and serves as an ex officio member on any or all LPMGA committees.  The 

President is responsible for submitting the necessary information by December 31 to the LSU 

AgAgent for the Office of Risk Management at LSU for general liability coverage for Lafayette Parish 

Master Gardeners. The President maintains an accurate inventory of LPMGA-owned equipment. The 

President works closely with the Vice President to mentor them and prepare them for their term as 

President. 

2. Immediate Past President:  The Immediate Past President (IPP) helps to ensure continuity by 

advising the President and other officers of the current Executive Board.  The IPP serves as 

Parliamentarian for a single term. S/He chairs the Outstanding Master Gardener and Nominating 

committees. 

3. Vice President: In the absence of the President, the Vice President (VP) assumes the presiding 

authority of the President.  If, for whatever reason, that President’s position falls vacant during its 

scheduled tenure, the VP will assume the position of Interim President.  The VP also serves as Chair 

of the Program Committee; arranges general meeting programs, times, locations and guest speakers; 

and coordinates with the Social Chair for social events. 

4. Recording Secretary: 

• The Recording Secretary will record and archive the minutes of each LMGA Board Meeting and 

Membership Meeting.  These minutes will include the date, time, and location of the meeting.  All 

votes taken during Board Meetings will be included in the minutes.  Motions that pass will be included 

with the complete wording as approved by the Board. 

• Motions put before the Board for approval should specify details, i.e. date the change takes effect, any 

limits on the type of Master Gardener involvement or services, whether the approval is for a one-time 

or continuing activity, any additional details that define the parameters of LMGA involvement.  

• A copy of the approved wording will be forwarded to the Handbook Committee Chair to update the 

LMGA Handbook, to the Electronic Communication Liaison for distribution to the membership, and 

to the Newsletter Editor to be included in the LMGA Newsletter. 

• The Recording Secretary may also assist the President in the preparation of agendas for the General 

Membership and Board meetings.  (4/10/2020)  
5. Corresponding Secretary:   The Corresponding Secretary prepares all correspondence of the 

organization under the direction of the Executive Board unless the correspondence is the responsibility 
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of any other officer. The Corresponding Secretary, in consultation with the Treasurer and the 

Volunteer Coordinator, maintains the membership roster and historical roster, arranges the creation 

and distribution of membership cards to Active in Good Standing members, and addresses all 

questions regarding membership.  The Corresponding Secretary sends the list of volunteers to each 

committee chair, provides updated member contact information to the Electronic Communications 

Liaison, provides the web master with the name(s) of deceased members, and facilitates the yearly 

printing and distribution of the membership cards.  

6. Treasurer:   The primary responsibility of the Treasurer is to prepare the budget, present it to the 

Board for approval and to the general membership for ratification, and maintain all LPMGA-related 

financial records and permanent files in the MG office.  Budget updates will be presented to the 

members at meetings or via email at least twice a year, preferably in June and January, to provide mid-

year and end of the fiscal year reports.  The Treasurer also receives and disburses the Association’s 

funds, chairs the Grants Committee, and sends updates to the Corresponding Secretary when dues are 

paid.  The Treasurer is responsible for maintaining permanent financial files in the MG Office and 

Chairs the Finance Committee.  

7. Member-At-Large:  The Member-at-Large serves as the chief liaison between the Board and the 

general membership of the LPMGA, presenting reasonable complaints from an individual or group of 

members to the Board.  The President will determine the validity of the complaint and the Board will 

offer possible solutions.  The Member-at-Large will then impartially and objectively confer with the 

person(s) making the complaint as to the disposition of the Board.   Aggrieved members have the right 

to speak directly to the Board following this process if not satisfied with the outcome of the Board 

decision.  The duties of the Member-at-Large also include working as a member of the Nominating 

and Outstanding Master Gardener committees.  The term of office is one year, with no term limits.  

The election for Member-at-Large will be held in November.  

8. Volunteer Coordinator:  The Volunteer Coordinator advises the Board on matters pertaining to the 

volunteer obligations and activities of LPMGA members. The Volunteer Coordinator has the 

following responsibilities: 

Board 

• Works closely with the President, Corresponding Secretary and Treasurer to maintain accurate 

membership records. 

• Provides the Board with a monthly report on volunteer hours, including category break out, to 

assist the Board in decision making. 

• In October provides the board with a report of those members that still need hours to complete 

their volunteer obligation. 

• In November provides the Board with a progress report on members still needing hours 

• The first week of January, provides a list of members who have met volunteer and continuing 

education hour requirements for the previous year to the Corresponding Secretary to be used for 

determining Roster statuses, membership card distribution, and voting privileges. 

LSU AgCenter  

• Compiles a year-end report (before deadline to be reviewed by the new President) of total 

volunteer and educational hours performed by Lafayette Parish Master Gardeners to be published 

in the newsletter and given to the Extension Service Agent/Advisor to submit to the LSU 

AgCenter 

• Manages and edits all accounts in the LSU Volunteer Program online.   
Demonstrates to the Master Gardener-in-Training class how to record their hours. 

Individual Members 

• Encourages ALL members to accurately and in a timely manner record online all volunteer service 

and continuing education hours on the AgCenter website at www.lsuagcenter.com 

• Reviews and encourages recording of hours immediately upon completion utilizing the Smart 

Phone app, where applicable 

• Works with all members without Internet connections to help record their hours. 

• Creates list of, and certificates for, the Top Ten Volunteer recipients. 

 

 

http://www.lsuagcenter/
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Non-Voting Board Members  

1. Advisor: The Advisor is the Lafayette Parish Extension Service Agent serving as the coordinator of the 

LPMGA program and its activities. The Advisor, representing the LSU AgCenter Extension Service, is a 

non-voting, ex officio member of the Board.   

2. Newsletter Editor: The Newsletter Editor, who chairs the Newsletter Committee, serves as a non-voting, 

ex officio member of the Board. The Editor is primarily an observer and reporter collecting and updating 

information for inclusion in the monthly newsletter. The Editor is in charge of putting all MG-related 

events on the Newsletter calendar each month.  The Editor works with the Volunteer Coordinator to 

include recorded hours and with the Member At Large to include Kudos in the newsletter. 

3. DRAFT Assistant Treasurer  The board shall appoint an assistant treasurer to help the Treasurer in 

fulfilling the duties of that office. The position shall be for one year, with the duties determined by the 

Treasurer. This position shall be a nonvoting member of the board.  
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Job Descriptions of Committees 
 
The responsibilities of all committee chairs include: 

• Maintaining and updating a records notebook of important information for future committee chairs 

• Maintaining accurate financial records of expenditures and staying within the stated budget for committee 

expenses 

• Contacting the Treasurer if additional expenditures over budgeted amounts are anticipated (Exception: Demo 

bed chairs contact the Demo Garden chair.)  

• Submitting the LPMGA Reimbursement Expense Form with receipts attached for all authorized 

reimbursement requests. 

• Establishing initial communication with their committee volunteers. 

• Submitting periodic verbal reports at monthly meetings or written reports in the newsletter on his or her 

committee activities. 

 

Administrative 
 

Electronic Voting Coordinator 

The Electronic Voting Coordinator (EVC) will, at the direction of the Board, prepare and manage all ballots 

and surveys that need to be disseminated to the membership electronically.  This may include, but is not 

limited to: 

• Preparing ballots/surveys, using an electronic program.   

• Distributing the ballots to voting members. 

• Sending paper ballots (with return addressed envelopes that include a stamp) to members that do not 

vote electronically, or that request a paper ballot. 

• Verifying votes and eliminating duplicate votes or votes from ineligible members. 

• Adding any mail-in/paper votes received by the voting deadline. 

• Submitting results to the Board. 

• The paper ballots, and a detailed summary of results, will be submitted to the Recording Secretary. 

A Co-Electronic Voting Coordinator (Co-EVC) will step in when the Electronic Voting Coordinator is 

unavailable, or when needed for an election, if the Coordinator is on the ballot. The EVC and Co-EVC will be 

selected by the board and each will serve a term of two years, with no term limits. 

 

Finance Committee   

The Finance Committee, chaired by the Treasurer, will assist and advise the Treasurer as needed and with 

Board direction.  (Approved 6/2023) This committee shall be composed of the president, vice president, 

treasurer, assistant treasurer and one other board appointee who is not a member of the current board.  

 

Handbook   

The Handbook chair will receive, and compile information provided by the LPMGA President for inclusion in 

the revision or addendum to the LPMGA Handbook.  When sufficient material is compiled to warrant a 

meeting, the Handbook chair will call together those members who volunteered to serve on the Handbook 

committee to review the information and determine where to insert updated information in the Handbook.  The 

committee will also review the existing Handbook for accuracy.  The committee’s recommendations will be 

sent to the Executive Board for approval before modifications are made to the Handbook. The Handbook 

committee then distributes approved information to the membership.   The Handbook chair will maintain 

updated information in the office copy of the LPMGA Handbook and provide updated information to be 

posted on the LPMGA website and emailed to the membership; and provide the Class Coordinator with the 

latest copy of the Handbook.  The Handbook will be posted on the Member Only section of the LPMGA 

website and a pdf file of the Handbook will be emailed to the membership and the members of the Master 

Gardener class.   
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Historian /Master Gardener Office 

The Historian is in charge of keeping media archives of anything pertaining to LPMGA.  Committee 

responsibilities include: 

• Creating and maintaining scrapbooks for each Master Gardener fiscal year 

• Creating and maintaining scrapbooks for special events or projects 

• Working closely with each committee chair and MG members to obtain photos of anything LPMGA, 

including taking or arranging to have photos taken 

• Keeping any clippings from the newspapers of articles relating to LPMGA publicity and activities of 

individuals and groups of Master Gardeners 

• Providing scrapbooks for viewing at any event, meeting or program of LPMGA. 

 

Nominating Committee  

The term of the Nominating Committee is January 1 – December 31.  The committee is composed of five 

Board and non-board members as follows: the Past President who serves as chair, the current Member-at-

Large, the AgCenter agent, a Board member appointed by the President, and an Active Member in Good 

Standing elected by the general membership. The elected member will be included in the November election 

ballot and will serve on the Nominating Committee the following year.  

The responsibilities of the Nominating committee include:  

1. Announcing to the general membership at general meetings, and through our social media and our 

newsletter, that candidates from the membership are needed to serve on the Board and the following year’s 

Nominating committee.   

2. Verifying the eligibility of nominees with the Volunteer Coordinator, Corresponding Secretary and 

Treasurer 

o Nominees should have served as a chair or a committee member on LPMGA committees and/or have 

previous board experience in other organizations 

o Only Active Members in good standing shall be eligible for election to Board positions.  Only an 

Active Master Gardener in God Standing can be elected President 

o Board members are elected for a two-year term 

3. Nominating qualified and willing candidates to serve on the Board as follows: for a two-year term  

o Vice President, President each for a one-year term 

o Corresponding Secretary, Recording Secretary, Treasurer, Volunteer Coordinator each for a two-year 

term with Corresponding Secretary and Treasurer being elected in alternate years to Recording 

Secretary and Volunteer Coordinator. 

4. Guiding the current Board in selecting one of its members to serve as President the following year.  Any 

member of the elected Board may be nominated to serve as president after serving for at least one year on 

the Board.  In the event no one on the current Board wishes to be nominated for President, the Nominating 

committee will slate a candidate for President from previous LPMGA boards.  

5. Asking Board members entering their “second year” their preference to remain in their current position or 

assume another position before beginning the nomination process to fill the remaining vacancies 

6. Presenting a slate of nominees at the October meeting 

7. Ensuring that nominees have read and understood job descriptions and the responsibilities of the Executive 

Board and the nominees’ potential position 

 

Programs 

The Vice-President chairs the Program committee.  Members will assist the Vice-President in determining 

programs and obtaining speakers for the monthly Master Gardener general meetings for the year.  

Responsibilities include: 

• Meeting to discuss possible program topics and appropriate speakers 

• Contacting speakers and setting up the dates and times for programs 

• Obtaining information needed to introduce the speaker 

• Providing a token gift such as a plant or a Master Gardener mug 

• Making sure that all necessary equipment is set up before the meeting 

• Getting necessary information to the Corresponding Secretary so that thank-you cards can be sent. 
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Strategic Planning   

This committee works with the Executive Board to help monitor the implementation of the LPMGA 5 year 

(2014-2018) Strategic Plan to: 

• Align our vision, values, mission, and goals with our members, resources, and time to better serve and 

improve the horticultural literacy of the community 

• Set priorities, strengthen operations, encourage everyone to work toward common goals, and establish 

agreement around intended outcomes/results   

• With a focus on the future, help determine who we are, what we do, whom we serve, and why 

• Evaluate, assess, and adjust the organization’s direction in response to a changing environment 
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Demo Garden 
 

Cottage Keeper 

Responsibilities include:  

• Keeping the workroom, greenhouse, and storage shed in good order 

• Taking inventory of chemicals and supplies and ordering chemicals and supplies as budgeted 

• Maintaining the water cooler supplies. 

 

Demonstration Gardens  

Refer to “Responsibilities of the Demonstration Garden Chairs,” under the section entitled Demonstration 

Garden Guidelines. 

 

Greenhouse/Propagation 

The Greenhouse chair coordinates propagation duties with the individual bed chairs.  

Committee responsibilities include: 

• Determining proper propagation techniques for individual plants, including seed sowing, cuttings, 

divisions, etc. 

• Labeling all plants and repotting as needed 

• Purchasing soil mixes, amendments, labels and other supplies as necessary  

• Maintaining records of planting dates, growth patterns, etc. 

• Maintaining an inventory of plants being grown for sale, including both botanical and common names 

• Creating and maintaining photo signs for each type of plant, which include specific growing conditions, 

mature height, etc. 

• Working closely with the Property chair to maintain the greenhouse  

• Maintaining Master Gardener tools during propagation season 

• Setting plant misters and heater if needed 

• Selecting plants that will be held in the MG greenhouse for future propagation needs  

• Verifying dates for the sales in conjunction with the Executive Board and the Extension Service 

Agent/Advisor   

• Working closely with the Publicity chair to promote and publicize the plant sales  

• Working closely with Demo Garden chair and the Habitat for Humanity chair to select plants for these 

different activities 

• Distributing any plants not being held for sale or future use to the committee members, community 

gardens or non-profit groups. 

 
Irrigation:  

Responsibilities include: 

• Repairing leaks 

• Changing/adding sprinkler heads 

• Monitoring water schedules and working with bed chairs to help maintain water quality for their beds. 

 
Plant and Seed Swaps 

The Plant and Seed Swap is an enjoyable and educational LPMGA community outreach program.  Plant and 

Seed Swaps are scheduled throughout the year at various venues, and are promoted through social media, 

LPMGA website postings and other media outlets.  Participation in the Plant and Swaps has been approved for 

one hour of Continuing Education. 

• The Plant Swap Committee chairperson is responsible for arranging for volunteers, contacting other 

committees that may be involved, and coordinating scheduling. 

• The chairperson and committee members are responsible for providing information and materials to 

advertise the event, developing and providing rules and recommendations regarding the Swap, organizing 

the materials needed and helping to answer questions about the plants at the Swap. 

• In general, participants are asked to bring one rooted and identified plant for the Formal Table Swap. Care 

instructions and additional information about the plant are appreciated.  Participants sign in on a numbered 
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sheet, are given a ticket with a number that matches their number on the sign-in sheet and a corresponding 

number is placed in a container. When all participants are registered, numbers are pulled randomly from 

the container and called out, the participant with that number provides their ticket to the volunteer in 

charge and that participant chooses a plant. Numbers are pulled until all have been called.  

• Participants are encouraged to bring additional plants to trade separately from the Swap. Each participant 

is responsible for arranging and managing their own trades. Plant Swap volunteers may participate in the 

Swap and free trading.  

• Plants that are not claimed are donated to the LPMGA Habitat For Humanity liaison for use in Habitat 

home landscaping projects. The chairperson is responsible for contacting the Habitat liaison. 
 

Property/Guy Squad 

Activities include, but are not restricted to the following: 

• Pressure washing the shade house floor and greenhouse exterior as needed 

• Overseeing larger repair projects 

• Overseeing mechanical and plumbing projects 

• Weed-eating grounds of the demo beds and cottage 

• Stacking and piling up mulch, pine straw, and composting materials 

• Assisting with general maintenance as problems arise. 

Vermilionville Medicinal Demonstration Garden 

The chair is the liaison between Vermilionville, the Vermilionville Living History Folklife Museum 

Foundation, and the Lafayette Parish Master Gardener Association.  

Committee responsibilities include: 

• Researching plants used for medicinal purposes in 19th Century South Louisiana 

• Creating a plan for the garden 

• Locating, planting, and recording growing information about these medicinal garden plants 

• Coordinating, with Vermilionville staff and members of the Foundation Board, 

o educational products (i.e. Medicinal Gardening Guide and Lesson Plans) 

o special events (i.e. Jardin des Herbes Medicinales, Center for Cultural and Eco Tourism,   

 Medicinal Garden Cajun and Creole Culture Day activities) 

• Sending progress reports to LPMGA Board and also to membership via Newsletter articles 

• Maintaining records of evaluation of each phase of project. 

 

 

Education 
 

Ask a Master Gardener 
The goal of the program is to develop a visible and mobile reference desk providing general information about 

the Master Gardener program and, more importantly, serve as a horticultural troubleshooter giving research-

based information on plant pathology and entomology problems as well as recommendations of best 

management practices (BMPs). 

• This program is managed by Master Gardeners who work to recruit team members, coordinate schedules, 

and arrange for supplies and set-up.   

• The chair serves as coordinator and administrator.   

• The County Agent and LSU AgCenter serve as the authority and advising agent for problems not readily 

resolved by the attending Master Gardener.   

• Volunteers serve to man the information desk at public events.  Questions are answered when possible, 

and if an answer is not available immediately, a name, phone number, and email should be obtained, and a 

follow-up made to the client. 

Venue/location:  Several opportunities are currently available to offer this service.  The Demo 

Gardens/Greenhouse is staffed regularly on Wednesday morning (Demo Bed team and Propagation team).  

This allows an ongoing and consistent time and place of reference where the community can come out and 
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bring samples/photos or descriptions of the problem.  In addition to good gardening practices, we often have 

samples of plant disease and pest problems.  Another time to offer this service at the same location would be 

during monthly Garden Talks and other advertised events. 

This program aims to: 

• increase visibility of the LSU AgCenter/Extension Service/ Master Gardener Program 

• expand awareness of BMPs 

• increase horticultural knowledge in the gardening community 

• improve fruit/flower production 

• improve aesthetic quality of community gardens 

• reduce disease/pest spreading from one plant to another and one neighborhood to another 

• reduce improper chemical use. 

 

Children’s Garden Tours     

Volunteers assist the chair in conducting tours of the LPMGA Children’s Garden by school groups. 

 

Field Trip Coordinator 

Responsibilities include: 

• Finding and alerting members to field trip opportunities  

• Planning and coordinating all Master Gardener field trips 

• Working closely with Extension Service Agent/Advisor and the Class Coordinator to plan a field trip at 

the conclusion of the Master Gardener-in-Training class 

• Keeping a record of contacts for anything pertaining to field trips. 

 

Garden Stroll 

Responsibilities includes: 

• Securing permission from members who may wish to showcase their gardens to fellow Master Gardeners 

• Arranging for the showing  

• Informing membership through newsletter or email 

 

Garden Talks 

Garden Talks are currently held at Farmer’s Market & Artisan Crafts at Moncus Park.  Responsibilities 

include: 

• Securing speakers 

• Publishing the schedule and speaker topics 

• Providing appropriate handouts, if applicable 

• Setting up and taking down any equipment used for the seminars.  

 

“In The Garden” – AOC TV  

The producer will serve as the chair of this committee and will work closely with the Extension Service 

Agent/Advisor on all parts of the television show sponsored by the LPMGA.  Responsibilities include: 

• Recruiting, training, and reminding all volunteers who will assist with any part of the production of the 

television show 

• Producing a DVD of each program to keep in the MG office 

• Serving as the liaison between AOC and the LPMGA and attending AOC meetings   

• Working closely with the Speakers Bureau to establish a checkout system for videos and DVDs for use by 

members and the Speakers Bureau.   

 

Junior Master Gardener Program   

The goals of the LPMGA’s Junior Master Gardener Program are to integrate the Junior Master Gardener 

curriculum in the schools that participate in the School Garden Initiative Program and to reach out into the 

community to teach the younger population about gardening, community service learning and nutrition.  The 

chair of the committee is responsible for: 
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• Coordinating with the School Garden Initiative committee to recommend activities for schools. Junior 

Master Gardener activity PowerPoint lessons are on the LPMGA website and are taught each month at the 

participating schools.  In the fall, School Garden student participants teach School Garden participants 

from other schools a JMG lesson during their fall training.  Students also participate in a school garden 

cook-off that teaches the My Plate nutrition lesson. 

• Coordinating JMG activities in the community by conducting JMG camps.  Camps can be a day camp, a 

two-day camp or a week-long camp.  Youths can become certified Junior Master Gardeners by completing 

one group and one individual activity for each teaching concept in the eight chapters of the Junior Master 

Gardener Handbook and one leadership/service-learning project per chapter. The chair is responsible for 

handling camp registration, collecting fees, creating brochures to advertise, submit information to the 

LPMGA website and newsletter, and coordinating Master Gardener volunteers to teach the camp. 

• Maintaining the Junior Master Gardener Demo Bed. 

• Conducting children’s activities for the Fall PlantFest. 

• Speaking to the new Master Gardener class about the program. 

• The chairman also recruits volunteers, works with the School Garden Initiative program, informs the 

membership of activities via Newsletter articles, emails and during the monthly meetings. 

Master Gardener Class Instruction and Organization  

The Class Coordinator works with the Master Gardener class each year.  Responsibilities include: 

• Preparing the questionnaire for interviewing prospective members 

• Selecting the interview committee from the list of volunteers 

• Working closely with the Extension Service Agent/Advisor to plan each of the lessons and scheduling 

speakers 

• Helping the Extension Service Agent/Advisor assemble the binders for the class 

• Pulling from the file room and/or ordering all Extension handouts for each lesson   

• Preparing packets of student handouts for each lesson 

• Making name tags for MG students to wear in class 

• Planning and supervising each lab class:  

o Arranging for MG volunteers to help with students in the labs 

o Coordinating with the Propagation and Demonstration Garden chairs for class/lab instruction 

o Making sure that the Greenhouse is left in proper condition after each lab 

• Assisting the Extension Service Agent/Advisor in scheduling speakers/presenters for classes and labs 

• Sending reminders and thank you notes to each presenter before and after classes 

• Working with the Extension Service Agent to create test materials and arranging for MG volunteers to 

grade tests on the day of the exam 

• Working with the Field Trip Coordinator to arrange the class field trip 

• Assisting class members with problems/questions 

• Arranging with the Mentoring committee for assigning class mentors 

• Coordinating with the Publicity chair to take photos of each incoming MG student and take a class photo 

at graduation. 

• Coordinating with the Historian to be sure photos of each class are included in the LPMGA Archives 

(Other photos of students working in labs or in demo gardens and speakers who taught the classes might 

be included.) 

• Maintaining Master Gardener class files in the Master Gardener office. 

• Coordinating with the Extension Service Agent to order permanent name badges for class members and 

replacement badges for members 

 

Mentoring 

The purpose of this committee is to mentor members of the current Master Gardener-in-Training class.  

Volunteers will be requested from members of the previous class or, if necessary, from among the active 

membership.  Committee responsibilities include: 

• Facilitating a feeling of welcome to the organization 

• Introducing active members and trainees to each other 
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• Communicating important information from the LPMGA to the trainees 

• Answering any questions about the organization or placement/volunteer opportunities 

• Familiarizing trainees with the information in the LPMGA Handbook. 

 

School Garden Initiative      

The goals of the LPMGA’s School Garden Initiative (SGI) program are to introduce students to a variety of 

plants, provide real life experiences, teach gardening basics, instill a greater appreciation for the environment 

and motivate students to develop an interest in gardening.  The main benefits are to enhance students’ 

academic and service learning, healthy living, family engagement, teambuilding and the promotion of green 

space.   

The chair of the committee serves as liaison between the LSU AgCenter’s Lafayette Parish Master Gardeners 

Association program and teachers/administrators of the participating schools.  S/He also maintains routine 

reporting to volunteers, LPMGA, and LPMGA Board of Directors.  SGI committee members serve as mentors 

to provide knowledge, advice, presentations and demonstrations.  Members build a community network 

willing to partner with schools.  The students assist in the planning and work to establish “ownership.”  

Members are involved in on-going monthly planning/evaluation meetings at a school.  In addition, they help 

the teacher and students with specific problems or concerns about the garden.  Members also may serve as 

needed in one of the specialty areas such as irrigation, pest, disease, etc.  The choices of school gardens could 

include elementary, middle, high or special needs schools.  An application form is available in the Members 

Only section of the LPMGA website. 

 

Speakers Bureau  

Responsibilities include: 

• Coordinating the booking of all LPMGA presentations to the general public, clubs, organizations, and 

schools  

• Promoting and publicizing the availability of these programs and speakers in coordination with the 

Publicity committee 

• Giving presentations and soliciting presenters from within the membership 

• Evaluating presentations and changing programs as needed 

• Organizing and maintaining a checkout system for DVDs and videos. 

 

YouTube  (Approved 3/2019) 

The LPMGA YouTube channel is focused on providing horticultural information and promoting public 

awareness of LPMGA.  Uploaded educational content provides our membership with access to approved 

continuing education materials to aid in completion of yearly requirements for active status.  The committee 

will also work with other committees throughout the year to create content and promote LPMGA events and 

activities. 

 

 

Grants and Scholarships 

 
General Grants 
The Treasurer chairs the Grants committee.  Responsibilities include:  

• Reviewing proposals for monetary donations that are brought to LPMGA   

• Bringing recommendations to the Executive Board for approval    

• Sending a LPMGA grant proposal form to applicants seeking donations from LPMGA 

• Sending a follow-up report to be completed by applicants approved for donations (This report is to be 

submitted to LPMGA after the completion of the project/activity for which funds were donated.  Failure to 

submit the follow-up report will make the applicant ineligible for donations in the future.) 

• Maintaining a record of grants awarded by LPMGA  

• Seeking grants for LPMGA when directed by the Executive Board for specific projects 

• Coordinating with the Publicity chair to publicize grants made or received 

• Coordinating with the Historian to document grants for the LPMGA archives. 
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Habitat for Humanity Landscaping Committee 

The chair is the liaison between Habitat for Humanity (HFH) and the Lafayette Parish Master Gardeners 

Association, Inc. Committee responsibilities include: 

• Creating a landscape plan for the front of each HFH house in consultation with the homeowner 

• Selecting appropriate plant material for each home using plants propagated or donated by Master 

Gardeners or local nurseries  

• Selecting the date for preparation and installation of landscaping for each home with the homeowner and 

the volunteers 

• Keeping the association informed about landscaping dates of HFH homes 

• Securing enough committee members and other MG volunteers for each home planting date 

• Instructing homeowners in bed preparation, installation and maintenance of plants used in their yard at the 

time of installation 

• Leaving Extension Office literature and a landscaping design plan for the homeowner regarding the 

specific plants in their yard 

• Making one follow-up call to the homeowner within six months of planting 

• Evaluating the completed project after the landscaping of each HFH home. 

 

Master Gardener Class Scholarship    
Each year, funds for one scholarship will be made available for the Lafayette area Master Gardener-in-

Training class.  The scholarship award will be based on a student’s financial need.  The award amount will be 

equal to the most current class fee and will cover all costs normally included in that fee.  The LPMGA Board 

will review scholarship applications, and a recipient will be decided by a Board vote.  Applications will be 

made available through our website, LPMGA.org, and the local LSU AgCenter office.    

 

Grant Requests   
Master Gardeners are often asked to donate funds for horticulture purposes to individuals or organizations in 

the community or other arms of the LSU AgCenter Extension Service.  Grant Proposal forms are available in 

the LSU AgCenter Extension office and must be used in submitting a monetary proposal for consideration.   

 

Eligibility for receiving funds from the LPMGA is limited to individuals and organizations whose activities 

are aligned to the Mission Statement of the LPMGA. 

 

Proposals should indicate the amount of money being requested, when the money is needed, and the reason(s) 

that the money is needed.  Documentation must be provided to verify that the requested funds were used as 

described. Failure to submit follow-up documentation will make the recipient ineligible for future monetary 

donations from the LPMGA.  

 

Proposal forms may be submitted to any member of the Executive Board for consideration at the next 

scheduled Executive Board meeting.  Decisions for approval/disapproval will be made by the Executive Board 

and then sent, with their recommendation, to the LSU AgCenter Extension Agent/Advisor for final expediting 
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Horticulture-Related Sales 
 

Calendar Sales: 

Responsibilities include: 

• Developing marketing strategies for selling calendars as a fundraiser 

• Determining the number of calendars to be ordered based on sales from previous years and current 

marketing opportunities. 

• Ordering calendars from the LSU AgCenter in the summer  

• Securing calendars for sale as soon as they become available in the fall. 

• Implementing marketing strategies 

• Keeping careful records of sales and inventory 

• Turning in money and paperwork to the Treasurer as sales occur. 

 
Horticulture Hints 

Horticulture Hints (HH) is written and prepared by the AgCenter staff at LSU.  A portion is written locally by 

our Extension Service Agent/Advisor and added to the Hints in the Lafayette office.  It is mailed quarterly to 

all subscribers.  Committee responsibilities include: 

• Maintaining a data base of all subscribers of Horticulture Hints 

• Maintaining renewal and new subscriptions 

• Removing names of individuals who have not renewed. 

• Preparing mailing labels for all subscribers  

• Preparing the HH for mailing (collate, staple, fold, address, stamp) 

• Delivering HH to the post office for mailing  

• The fee for mailing Horticulture Hints is currently $4 a year for four issues 

 

Master Gardener Merchandise 

Responsibilities include: 

• As directed by the Board, selecting merchandise to be ordered (t-shirts, aprons, or polos) 

• Taking orders and payments from members 

• Placing order with distributor 

• Sorting merchandise 

• Distributing orders to members 

• Turning money and paperwork into Treasurer in a timely manner. 

 

Pine Straw   

The chair will obtain pine straw twice yearly (if possible) and make it available to active members in good 

standing who want to purchase it for their own personal use.  Responsibilities include: 

• Working closely with the Extension Service Agent/Advisor in locating a source and arranging for delivery 

and drop-off of pine straw   

• Acquiring volunteers to help on delivery day 

• Reminding members about the delivery date, location, and pick-up time. 

 
Plant Sale Coordinator 

The chair coordinates all activities involved in the Fall and Spring plant sales. Responsibilities include: 

• Finding, coordinating, and scheduling volunteers to sell plants, handle the cash box for the plant sale, and 

provide hospitality for the workers 

• Working closely with the Treasurer to keep track of income and expenses for the sale, including crediting 

income and expenses to the right accounts 

• Coordinating set-up, plant moving, takedown, and clean up.  
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Social Media/Public Relations 
Social Media ADA Compliance Rules 

All videos posted to social media must have closed captioning. 

All photos posted to social media must have alternative text. 

When posting photos to social media, reduce the amount of text in images. 

 

Electronic Communications Liaison 

Responsibilities include: 

• Maintaining a master roster of members provided by the Corresponding Secretary to be used for sending 

emails to members 

• Emailing the monthly newsletter “Gardener’s Gazette” to members 

• Forwarding all appropriate email communications to the membership as requested by the LSU AgCenter, 

the Extension Service, the Board, or individual Master Gardeners. 

Facebook 

The focus of the LPMGA Facebook page is to provide readers with pertinent horticultural information, to keep 

them informed of upcoming events, seminars, and workshops, and to provide timely gardening hints (taken 

from publications provided by the AgCenter, Horticultural Hints, and other reliable sources). 

Newsletter   

The newsletter Gardener’s Gazette is published monthly.  Committee responsibilities include: 

• Informing members about projects and activities 

• Encouraging members to submit articles of general interest 

• Recognizing successes in MG projects 

• Informing members of internet sites of horticultural interest 

• Informing members of horticultural education opportunities 

• Keeping one copy of each newsletter for the Newsletter archives which are kept in the LPMGA office 

• Maintaining publishing software purchased by the LPMGA 

• Coordinating with the Historian for any pictures or other items needed for LPMGA archives. 

 

Publicity 

The chair will maintain contact with and submit press releases and other publicity to individuals in each media 

area to enhance the level of awareness for the LPMGA.  Committee responsibilities include:  

• Coordinating with each MG committee, project chair, and activity chair to take photographs  

• Creating copy for our newsletter, local newspaper, radio, and television 

• Creating and disseminating promotional materials for any public MG activity to the media 

• Appearing on local morning television with our Extension Service Agent-Advisor to promote horticulture 

in Lafayette   

• Sharing photos with the Historian for scrapbooks. 

 

Instagram    

Twitter   

 

LPMGA Website 

The web master will maintain the webpage for the LPMGA.  All committee chairs, project chairs, and garden 

chairs will provide the web master with information for the webpage. Responsibilities include: 

• Posting the newsletter “Gardener’s Gazette” to the website 

• Maintaining project information and photos as provided by project and Demo Garden chairs 

• Maintaining all other parts of the webpage as needed 

• Renewal of domain name (GoDaddy) 

• Maintaining statistical data on visitors to website 

• Maintaining list of emails and passwords for emails 

• Maintaining a memorial page dedicated to deceased members. 
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Socials 

 
Socials: 

Socials are a gathering for the enjoyment of the LPMGA  members to celebrate graduation, honors, 

recognition, etc., and to thank our volunteers for their service.   

No votes or LPMGA business will be transacted at designated socials. 

 

Social Coordinator 

The Social Committee will work with the Master Gardener Class Coordinator, Outstanding Master Gardener 

Award Committee, and LPMGA Board members to verify information for awards and recognitions. They will 

coordinate venues, reservations, and refreshments; assist with gifts, decorations, certificates, and other 

materials needed for recognizing honorees at our Socials. (Also refer to Awards).  They will create and 

distribute invitations via the LPMGA Newsletter and through the Electronic Communication Liaison. They 

will coordinate and archive Social photos and other related memorabilia. (Approved April 2020) 

 

See also: Jobs 

 Awards, Acknowledgements, Honors Recognitions 

 

Reports and Proposals 
 

Incident Report 
The Cooperative Extension Service requires that all employees, representatives or volunteers complete an 

Incident Reporting Form should injury occur while acting in an official capacity for the Service.  The form 

can be obtained from the LSU AgCenter Cooperative Extension Service office and should be completed in its 

entirety and mailed to the Loss Preventions Unit at the address shown on the form.    

 

Volunteer Project Proposals 
Master Gardeners are often asked to develop or participate in various projects by members of the community, 

organizations, and businesses.  Volunteer Project Proposal forms are available in the Extension office, the 

LPMGA Handbook and on the LPMGA website.  This form and must be used in submitting a project or event 

for to the Board for consideration.  REMOVE: All project proposals should answer the following questions: 

• What is the benefit to the LSU AgCenter Extension Service? 

• What is the benefit to the Louisiana Master Gardener Program? 

• What is the benefit to the community as a whole? 

 

The application should include a description and the date of the proposed event/project, the name of the 

event/project coordinator (including committee, if possible) with contact information, projected costs, 

anticipated income (if any), volunteer manpower requirements, anticipated work schedule, anticipated 

outcome, provisions for follow-up to the event/project plus any other pertinent information needed for Master 

Gardener participation. 

 

Proposal forms may be submitted to any member of the Executive Board for consideration at the next 

scheduled Executive Board meeting. A decision for provisional approval or disapproval will be made by the 

Executive Board and the LSU AgCenter Extension Agent acting as Advisor.  If provisionally approved, the 

Project Proposal will be e-mailed to the general membership and introduced at the next general meeting to 

garner interest and solicit volunteers.  Members equaling the number of volunteers requested for the project 

must sign up within 30 days to accept the project proposal as a LPMGA approved project. 
 
. 
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History of the Master Gardener Program 
 
The Master Gardener concept began in 1973 in the state of Washington.  It grew out of a need to 

respond to the great number of horticultural inquiries and requests for service to the county extension 

offices because of the very high level of interest in home gardening in that area.  The idea was to recruit 

and train a pool of knowledgeable gardeners to serve as volunteers to assist the Extension staff in the 

dissemination of gardening information to the general public. In return for their commitment to the 

Extension Service, these volunteers would receive an intensive education from the best-known experts in 

various horticultural fields, gaining up-to-date information to advance their gardening expertise, while at 

the same time allowing them to put into practice what they know and learn. 

 

From the first class of Seattle area Master Gardeners in l972, the concept has now spread to all fifty 

states and several Canadian provinces.  The Louisiana Master Gardener program was started in Baton 

Rouge, Louisiana, in l994 as a means of extending the educational outreach of the LSU AgCenter’s 

Louisiana Cooperative Extension Service.  As a service and educational activity, “the program is 

designed to recruit and train volunteers to help meet the educational needs of home gardeners while 

providing an enjoyable and worthwhile service experience for volunteers” (LSU AgCenter website, 

11/22/2011). 

 

It was adopted statewide in l997 and now is offered in 26 parishes with volunteer participation in 53 

parishes.  Louisiana Master Gardeners serve many roles in helping county agents deliver educational 

horticultural programs and information (LSU AgCenter website, 11/22/2009).   

 

Lafayette Parish established a Master Gardener program in l998, graduating twenty-five certified 

volunteers that year and most years thereafter. An average of thirty applicants is accepted in the new 

class each year.  

 

The mission statement of the LPMGA is to assist the LSU AgCenter “in educating Lafayette and surrounding 

areas about horticultural and environmental stewardship through the transmission of factual, research-based 

information.” 

 

LPMGA has developed the only Master Gardener Demonstration Garden in the state. This garden is 

located on the grounds of the Ira Nelson Horticulture Center on the UL-Lafayette campus. The Demo 

Garden is an outstanding cooperative outreach program of the LSU AgCenter and the University of 

Louisiana-Lafayette.   

 

The Children’s Garden, one of the beds in the Demo Garden, was awarded the International Master 

Gardener Search for Excellence Award for Youth in March of 2009.  This garden was developed in the 

fall of 2004 in order to make it possible for children to learn the basics of gardening in a fun and 

educational way.  The Louisiana state science objectives were correlated to the garden and lesson plans 

were written in order to serve as a reinforcement of the skills being taught in the classroom.  A retired 

educator who is a member of the LPMGA accomplished this task.  In addition to classroom instruction, 

tours are provided to schools in Lafayette and surrounding parishes, including Head Start and special 

needs students.  Boy Scouts and Girl Scouts are assisted with their gardening merit badges and 4-H 

members with plant identification.  This program is the first Master Gardener Children’s Garden in 

Louisiana 

 

In addition to the Children’s Garden, LPMGA collaborates with LSU AgCenter’s School Garden 

Initiative (SGI) to provide grants and volunteers who assist the SGI in its efforts to bring rewarding 

gardening experiences to school age children.   

 

In 2010 the LPMGA joined forces with the Vermilionville Living History Foundation to establish, using 

documentation of local medical plants used prior to 1900 in Acadiana, a traditional medicinal garden called Le 

Jardin des Traiteurs (The Healer’s Garden) at La Maison Acadienne at Vermilionville.  This project received 
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the 2013 International Master Gardener Search for Excellence Award – 2nd Place.   The demo garden has 

30,000 annual visitors, including about 7,000 children. It has drawn the attention of some researchers and 

universities interested in the medicinal properties of garden plants. To learn more, go to: www.lpmga.org to 

find a link to the Healer’s Garden. 

 

Louisiana Cooperative Extension Service 
 

In Louisiana, the Master Gardener Program is sponsored by the LSU Agricultural Center (LSU 

AgCenter) and is directed by the Center’s Cooperative Extension Service.  The objective of the 

Cooperative Extension Service is to provide resources and programs to the citizenry in the areas of 

agriculture, horticulture, family and consumer science, 4-H, and consumer development.  For Master 

Gardeners to understand their importance to the Extension Service, it is necessary to understand how the 

Service is organized: 

 

 USDA (Federal Extension Service) 

  State Office (Specialists and Administrative Leaders) 

   District Office (District Agents) 

    Parish Office (Extension Agents) 

     Extension Volunteers (Master Gardeners) 

 

The United States Department of Agriculture, through the Federal Extension Service, guides the 

Cooperative Extension Service.  The state staff provides resource information in specific areas, such as 

soil or turf, and program guidance in general areas, such as agriculture, 4-H, and youth development.  

The district staff provides administrative and program development assistance to local staffs.  The local 

parish Extension staff provides resources and programs for parish residents.  Master Gardener volunteers 

assist the parish staff in their objectives. 

 

 

Louisiana Master Gardener Program 
 

Requirements 
Volunteer participants in the Master Gardener program must attend at least 80% of scheduled instruction, pass 

an open-book examination, and volunteer a minimum of 40 hours of service to earn the title of Louisiana 

Master Gardener.  Volunteer efforts include: 

• Staffing plant question phone lines 

• Giving talks to local groups 

• Introducing children to gardening 

• Presenting information at garden shows and farmers’ markets 

• Organizing educational programs and conferences 

• Creating and maintaining demonstration gardens.   (Source: LSU AgCenter website, 11/22/2011) 

 

Objectives  
Master Gardeners are volunteers who support the LSU AgCenter Cooperative Extension Office educational 

programs in consumer horticulture.  They develop their horticultural expertise through participation in the 

programs provided by the Extension Office, as well as obtaining valuable resource materials, such as 

Extension publications, teaching materials, and other program support materials.  In return for this education, 

Master Gardeners commit to volunteer service to assist the Extension Office in the following objectives:  

• To expand the capacity of the Louisiana Cooperative Extension Service to distribute horticultural 

information to individuals and groups in the community 

• To develop and enhance community programs related to horticulture.  Depending on community needs, 

these may include environmental-improvement activities, community and school garden programs and 

public horticultural events. 

http://www.lpmga.org/
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• To enhance 4-H Youth Development programs by complementing co-curricular and extracurricular 

horticultural programs 

• To maintain and expand a Louisiana Master Gardener volunteer network under the direction of the 

Louisiana Cooperative Extension Service. (Source:  LSU AgCenter website, 20011) 

 

Membership / Qualification 
Not every gardener is a good candidate for the Master Gardener program.  Applicants must understand the 

importance of the commitment to volunteer hours as their “payback” for the outstanding horticultural training 

offered to them. Anyone with a willingness to learn and a desire to help others can become a Louisiana Master 

Gardener.  Volunteers should be: 

▪ interested in horticulture 

▪ willing to help people 

▪ outgoing, flexible, dependable, unbiased, and open-minded 

Previous volunteer work and good verbal skills are desirable.  (Source: LSU AgCenter website, 2011) 

 

A love of gardening, a search for knowledge, and a desire to share that knowledge with others is central to 

why Master Gardeners join the program.  They remain Master Gardeners to enjoy the friendship of others 

who share their interest, to gain and share horticultural knowledge, and to give back to the community 

through their volunteer commitment.   

 

Volunteer Responsibilities  
The following volunteer responsibilities were established by the Louisiana State University Agricultural 

Center (LSU AgCenter) and apply to all Master Gardeners in the state of Louisiana: 

• To represent the Louisiana Cooperative Extension Service, LSU AgCenter, in a professional manner  

• To complete the agreed-upon minimum 40 hours of volunteer time within one year from the end of 

training 

• To maintain a written (and photographic) record of volunteer activities and provide the Extension agent 

with timely documentation, preferable a monthly activity report  

• To respect civil rights, confidences and clientele information 

• To provide unbiased, university research-based information 

• To follow published Louisiana Cooperative Extension Service recommendations 

• To refer all commercial horticulture calls to an Extension agent 

• To use the Louisiana Master Gardener title only when assisting at LSU AgCenter, Louisiana Cooperative 

Extension Service-sponsored programs 

• To wear a Louisiana Master Gardener name badge only at approved activities and events 

• To adhere to the policies of the Louisiana Master Gardener program. (Source: LSU AgCenter website, 2011) 

 

Master Gardener Jobs   
As a Master Gardener, the volunteer work as related to horticulture for your local Extension Office, may 

consist of a variety of jobs.  Because Master Gardeners bring a wealth of expertise to the program, here are 

some jobs commonly performed by Louisiana Master Gardeners: 

• Creating and maintaining demonstration gardens or 4-H school gardens 

• Working at plant health clinics 

• Conducting home gardening visits 

• Producing a home horticulture newsletter 

• Answering telephone calls 

• Instructing other Master Gardeners 

• Conducting garden tours and contests 

• Creating and maintaining youth, community or school gardens 

• Maintaining an office reference library 

• Compiling plant lists for specific areas 

• Writing and designing educational materials 

• Giving talks to groups interested in horticulture 
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• Producing PowerPoint presentations 

• Helping with 4-H meetings and school enrichment programs 

• Serving on an extension advisory committee.  (Source:  LSU AgCenter website, 2011) 

 

Projecting a Professional Image 
As a Master Gardener, you represent the Louisiana Cooperative Extension Service, a branch of the LSU 

AgCenter.  Therefore, it is important to maintain a professional image when you serve in the Master Gardener 

capacity.  Dress appropriately.  Project a positive image and be as helpful as possible. 

 

When doing a program outside of the office, wear your Master Gardener badge.  This identifies you with the 

LSU AgCenter.  Because you are part of a local team, take interest in what other agents and Louisiana Master 

Gardeners programs are doing.  Find out what other programs the local extension office is involved with.  

Maintain pride in the Master Gardener program and never miss an opportunity to promote the program among 

other citizens.  As a representative of the Louisiana Cooperative Extension Service, you have a responsibility 

to help the public.  These people are our clients; we need to take good care of them.  (Source:  LSU AgCenter 

website, 2009) 

 

Code of Conduct 
Every Master Gardener is expected to adhere to a strict Code of Conduct.  Each Master Gardener will sign and 

submit a yearly Code of Conduct form. The Code of Conduct form is posted in the Members Only section of 

the LPMGA website.  

  

Commitment From Extension Service 
Master Gardeners should expect the following from the Extension Service employees who receive the 

volunteer support through consumer horticultural information outreach: 

• Quality educational experience in horticulture 

• Concise explanation of jobs and opportunities for volunteer service 

• Staff guidance and support in accomplishment of tasks 

• Maintenance of accomplishment records 

• An opportunity to report volunteer service, contacts, program outcomes and impacts, and continuing 

educational opportunities through the online reporting system 

• Recognition of outstanding accomplishments 

• Integration of Master Gardener volunteers as full partners in the accomplishment of extension’s mission to 

the citizens of the community 

• Continuous Master Gardener training opportunities 

• Periodic evaluation of Master Gardener performance 

• Safe and pleasant learning environment. 

 

The Extension Service, in turn, asks the following from Master Gardeners: 

• Assistance in developing meaningful opportunities for Master Gardeners 

• Timely notice of needs and support from the Extension staff for required tasks 

• Reporting of accomplishments such as the number of hours involved, contacts made, continuing education 

hours completed and evaluation of outreach efforts at a specified reporting time (January 1 through 

December 31 each year) 

• An equal partner of the Extension team and conduct that reflects credit on you and the Cooperative 

Extension Service 

• Participation in periodic conferences (such as the state LMG conference) with an extension agent to evaluate 

your accomplishments and extension’s support of Master Gardener tasks.  

(Source: LSU AgCenter website, 2011) 
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Louisiana Master Gardener Guidelines 

 

Master Gardeners are members of the local community who take an active interest in their lawns, trees, shrubs, 

flowers and gardens. They are enthusiastic, willing to learn and help others, and able to communicate with 

diverse groups of people. 

 

What really sets Master Gardeners apart from other home gardeners is their special training in horticulture. In 

exchange for their training, people who become Master Gardeners contribute time as volunteers, working 

through their local Master Gardener Program Coordinator to provide horticulture-related information to their 

communities. 

 

The Louisiana Cooperative Extension Service has a Policy Statement that provides a framework for 

volunteerism within the system. In addition to PS-23, the following guidelines specifically address the 

Louisiana Master Gardener Program and are in place to protect the integrity of Louisiana Master Gardener 

volunteers, the LMG Program, and the LSU AgCenter. 

 

Note: Guidelines from the Louisiana Master Gardener State Coordinator’s office supersede guidelines and 

regulations at the program level. Local programs can have stricter guidelines, but not more lenient. If 

clarification is needed, please contact the Louisiana Master Gardener State Coordinator by 

emailing LMGCoordinator@agcenter.lsu.edu. 

 

Note: Portions of the guidelines presented here are printed with permission from Texas AgriLife Extension 

Service's State Master Gardener Coordinator 

 

1. Louisiana Master Gardener Title Defined 

The title, Louisiana Master Gardener (LMG), is to be used only and exclusively by individuals trained in the 

Louisiana Cooperative Extension Service's Master Gardener Program. This certification is restrictive in nature 

in that it is valid only when the individual is participating in the Master Gardener program and for one year 

only. 

 

The following terms and definitions are provided in one location for convenience and will be used throughout 

the Louisiana Master Gardener guidelines for consistency. 

• A person in the coursework phase of the training program is a LMG Trainee.1 

• A person who has successfully completed the coursework and examination phase is a LMG 

Apprentice.1, 3 

• An apprentice who successfully completes the volunteer service requirements in the allotted time is a 

Certified LMG.2, 3, 4 

• A LMG that meets the annual requirements for recertification is an Active Certified LMG, in Good 

Standing.3, 4 

• A LMG that does not meet the annual requirements for recertification is an Active Certified LMG, Not 

in Good Standing.3, 4 

• A previously certified LMG who fails to meet the annual requirements for recertification for two 

consecutive years is an Inactive LMG. 

• A Certified LMG who is on a Leave of Absence (LOA) is a Certified LMG on LOA. 

• The status Emeritus may be bestowed as an honorific in recognition of “Meritorious Service”. 
1A person who fails to successfully complete the coursework or apprentice phase is not authorized use the title 

nor to be referred to as a LMG. 
2Certification is valid until the end of the calendar year in which the certification was obtained. 
3Successfully completes includes reporting volunteer service and continuing education hours in the approved 

LSU AgCenter database, i.e. the LMG Hours Reporting System. 
4Because certification is restricted to a calendar year, each January previously Certified LMGs must be 

recertified. 

 

 

mailto:LMGCoordinator@agcenter.lsu.edu
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2. Louisiana Master Gardener Training 

A LMG Trainee must receive a minimum of 40 hours of instruction and pass an examination administered by 

the local Master Gardener Program Coordinator. A trainee must attend at least 80 percent of the prescribed 

hours of instruction. Once a trainee completes the instruction and examination phase, the individual gains the 

title of “Louisiana Master Gardener Apprentice.” From that point, the LMG Apprentice has a maximum of one 

year to complete a minimum of 40 hours of volunteer service. Once 40 hours of volunteer work are earned, the 

Apprentice earns the status of “Certified Louisiana Master Gardener” and is issued a certification card. 

 

It is important to note that the State training and volunteer requirements are minimums, as local MG Program 

Coordinators have the authority to increase these requirements. Documentation requirements and validation of 

training and volunteer service hours are under the supervision of the local MG Program Coordinator or 

Volunteer Administrator. 

 

3. Recertification of Louisiana Master Gardeners 

Recertification of the LMG title and status is restrictive in nature in that it is valid only when the individual is 

actively participating in the LMG program and for one year only. In order to retain the LMG title, individuals 

are required to complete a minimum of 20 volunteer service hours and six (6) continuing education hours each 

year. All hours must be entered in the LMG Volunteer Hours Reporting Site (commonly referred to as the 

LMG Reporting Site). Modifying local Master Gardener Association by-laws regarding certification or re-

certification does not supersede the LMG Program Guidelines. 

 

Documentation requirements and validation of volunteer service and continuing education hours are under the 

supervision of the local MG Program Coordinator or Volunteer Administrator. The annual recertification 

process involves three steps: 1) verification of hours entered into the LMG Reporting Site by the local MG 

Program Coordinator or volunteer administrator, 2) submission of the “Commitment for Louisiana Master 

Gardener” form by the individual, and 3) receiving a *certification card from the local coordinator. Certified 

LMGs in good standing are issued a new certification card each year, but only after the first two steps of the 

recertification process are satisfactorily met. 

 

If an individual ceases active participation, the certification as LMG becomes void and the ID badge must be 

returned. New certifications will be issued each year only to those individuals who make a commitment to 

participate for the coming year. Those not continuing in the program should be aware that if they represent 

themselves as Louisiana Master Gardeners, they are violating their original commitment to the Louisiana 

Cooperative Extension Service. Please see Section 4. Addressing “Inactive” Master Gardeners and Section 5. 

Master Gardener Leave of Absence for additional information. 

* Certification cards are valid for one year, usually a calendar year. 

 

4.  “Inactive” Master Gardeners, including Reinstatement of Lapsed Certification: 
An exception to Louisiana Master Gardener Guideline 4 “Inactive” Master Gardeners, including 

Reinstatement of Lapsed Certification has been granted by the LMG State Coordinator (3/2024).  The PMGA 

return policy regarding the return of inactive members shall be: 

Inactive for 36 Months or Less: 

A formerly active member of LPMGA who has been inactive for 36 months or less may return as an Active 

Member Not In Good Standing by submitting a signed Code of Conduct form for the year of return and paying 

dues.  By performing and recording at least the minimum required hours during their year of return, they will 

be considered Active In Good Standing the following year, if they meet all other requirements.  If necessary, 

the Agent/Advisor will contact the LMG State Coordinator to reactivate the returning member’s online 

recording account. 

Inactive For 36 Months or More: 

Inactive members who wish to return after 36 months will contact the LSU AgCenter Agent/Advisor.  The 

Agent/Advisor will make a decision regarding the member’s return and, depending upon the length of 

inactivity, may require the member to audit a number of MG training classes, without cost to the returning 

member, or to earn a number of Continuing Education hours in addition to the current requirement for active 

status.  The Agent/Advisor may require specific topics or material as sources for the additional Continuing 

Education hours without cost to the returning member.  The returning member  
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will be listed in the membership roster as a Member Not In Good Standing, shall pay dues, and submit a 

signed Code of Conduct.  By performing and recording at least the minimum required hours during their year 

of return, they will be considered Active In Good Standing the following year if they meet all the other 

requirements.  If necessary, the Agent/Advisor will contact the LMG State Coordinator to reactivate the 

returning member’s online recording account. 

 

Certified LMGs not out of the program for more than 36 months can maintain their certification on a year-to-

year basis. They must sign a new commitment letter agreeing to volunteer a minimum of 20 hours annually 

and be issued a new certification card annually. Recertification is not guaranteed. There is not an option to pay 

dues in lieu of completing the hours; essentially, failure to complete the hours means risking revocation of 

“Certified Louisiana Master Gardener” status. 

 

If an individual ceases active participation and knows they will not return, the certification as LMG becomes 

void and the ID badge must be returned. New certifications will be issued each year only to those individuals 

who make a commitment to participate for the coming year. Those not continuing in the program should be 

aware that if they represent themselves as LMGs, they are violating their original commitment to the Louisiana 

Cooperative Extension Service. 

 

** As with everything, there are certainly exceptions to these guidelines. There may be extenuating 

circumstances (long-term health conditions, taking time to care for an ailing family member, etc.) that need to 

be taken into account. If this is the case, please inform the local LMG coordinator of the situation. The local 

LMG Coordinators will work with volunteers to help them maintain their certification. See Section 5. Master 

Gardener Leave of Absence for additional information. 

 

5.  Reinstatement of Lapsed Certification: 

For a period of inactivity greater than 24 months**, Inactive LMGs must pay $45 for the current material and 

audit the entire class again (cannot miss more than 20% of the class material) in order to be reinstated into the 

LMG Program. 

 

An Inactive LMG working towards reinstatement should submit a signed copy of the “Commitment for 

Louisiana Master Gardener” form to their local MG Program Coordinator. 

 

LMGs with lapsed certification should meet with the local LMG coordinator and Volunteer Administrator to 

ensure the individual has an active username and password for the LMG Reporting Site. 

 

For communication and volunteer opportunities, volunteers should join the local LMG association/group and 

can begin volunteering with the group. For LSU AgCenter Risk Management purposes, individuals should 

receive confirmation of reinstatement before volunteering with the group. 

 

** As with everything, there are certainly exceptions to these guidelines. There may be extenuating 

circumstances (long-term health conditions, taking time to care for an ailing family member, etc.) that need to 

be taken into account. If this is the case, please inform the local LMG coordinator of the situation. The local 

LMG Coordinators will work with volunteers to help them maintain their certification. See Section 5. Master 

Gardener Leave of Absence for additional information. 

 

6. Master Gardener Leave of Absence 

On occasion, a LMG Apprentice or LMG is unable to fulfill the requirements to obtain or maintain 

certification due to illness, illness in the family, or other personal situation. In cases such as these, a “Leave of 

Absence” can be granted by the local MG Program Coordinator. This decision is generally made with input 

from the individual and local Master Gardener leadership. The Leave of Absence would be for a specified time 

period and may have specific training and/or service requirements for the individual to regain full status as a 

LMG Apprentice or Certified LMG. Please see your local LMG coordinator for a copy of the "Leave of 

Absence" form. 
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7. When to Use the Louisiana Master Gardener Title 

Louisiana Master Gardeners are expected to use the title only when doing unpaid, approved, volunteer 

educational service in the extension noncommercial horticulture program. LMGs are not to advertise their 

names or their places of business, nor to be listed on the advertisements of business places as Louisiana Master 

Gardeners. This is an LSU AgCenter Louisiana Cooperative Extension Service public service program to 

provide unbiased information. Appearing at a commercial activity, having association with commercial 

products or giving implied university or Extension Service endorsements of any product or place of business is 

improper.  

 

Individuals who are not acting on behalf of the Louisiana Cooperative Extension Service are strongly urged to 

make every effort to minimize the appearance of being on duty before making any recommendations in the 

area of horticulture. Speaking “off the record” is your right; however, make sure everyone knows you are 

speaking for yourself and not the Extension Service. 

 

The training and experience gained by participation in the LMG program are valuable and may rightfully be 

listed and featured as qualifications when seeking employment. Once employed, and while serving as a paid 

employee, or if self-employed, Master Gardeners should not display credentials or give the appearance of 

being a LMG at the place of business (unless the place of business is specifically designated as a Louisiana 

Master Gardener event by the Extension Service.) 

 

Experienced Louisiana Master Gardeners are likely to receive invitations to speak before groups. LMGs may 

collect fees or honoraria to cover expenses and operating costs associated with approved service activities, but 

they are not to profit from these activities. For example, an individual Master Gardener may be reimbursed for 

supplies used in a service project or be reimbursed for telephone expenses and postage related to Master 

Gardener programs. Honoraria or other gratuities received for speaking engagements shall be turned over to 

the local Louisiana Master Gardener association/group. Failure to do so disqualifies the activity as LMG 

volunteer service. Please do not seek payment for such speaking appearances. 

 

8. Dismissal of a Louisiana Master Gardener Volunteer 

A volunteer may be reassigned or dismissed at the sole discretion of the Louisiana Cooperative Extension 

Service. Disregard for the policies and guidelines established by LSU AgCenter and LMG Program are 

grounds for dismissal of a LMG Volunteer. Other examples of conduct which could lead to disciplinary action 

include, but are not limited to: illegal activity; behavior which compromises the health and safety of 

volunteers, LSU AgCenter employees, or clientele; being habitually disruptive to the overall program; 

unwilling or unable to work amicably with local MG Program Coordinators, other LSU AgCenter agents 

and/or volunteer leaders; conduct which is harmful to the LMG Program’s reputation; or failure to 

relinquish/rotate leadership roles. The nature and seriousness of the infraction or violation will determine 

whether the option of reassignment or dismissal should be considered. 

Before any official action is taken, the local Master Gardener Program Coordinator and/or immediate 

Louisiana Cooperative Extension Service supervisor should counsel with a volunteer(s) when reassignment or 

dismissal is being considered. If dismissal is decided by Extension, communication with the volunteer(s) will 

be done in confidentiality. 

 

9. Louisiana Master Gardener Associations 

The idea of a Louisiana Master Gardener Association may confuse some LMG. Some feel that since they are 

working for the LSU AgCenter, it is the AgCenter’s role to provide the association. Others feel that an 

association would separate them from the LSU AgCenter. Local LMG Programs can be managed without an 

association, yet the strong desire exists among LMGs to meet on a regular basis for purposes of education, 

fellowship and service. Louisiana Master Gardeners are the ideal group to coordinate these regular meetings 

and an “association” is often a natural organizational result of these meetings. 

 

Another primary reason for a Louisiana Master Gardener Association is financial independence. A LMG 

Program does not need a large amount of money to be effective. Generally, the LSU AgCenter is able to 

provide basic program needs, such as office space, telephone and copying. However, the AgCenter does not 

have the available funds needed for specific LMG activities and support. In addition, the LSU AgCenter has 
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specific policies regarding extension agents soliciting and handling monies from community organizations, 

foundations or corporations. 

 

LMG Associations have more freedom to raise money needed through several means. Some examples might 

include: conducting plant sales, donating unsolicited money received from speaking engagements; or soliciting 

grant funds or sponsorships for projects. Funds generated or received by LMG Associations provide support 

for educational projects, computer and office equipment for LMGs and/or agents, horticultural libraries and 

resources, college scholarships, and educational and recreational activities for the LMGs. 

 

The LSU AgCenter will recognize and register Louisiana Master Gardener Associations, which adhere to the 

following guidelines: the association consists of Louisiana Master Gardeners who serve as representatives of 

the LSU AgCenter, thus affiliating closely with the local county Extension office; staff member of the local 

county extension office serves as advisor to the association leadership; ideally, this individual also serves as 

the local MG Program Coordinator. 

 

Master Gardener trainees, apprentices and certified Louisiana Master Gardeners are encouraged to participate 

in local Master Gardener associations/groups, the Louisiana Master Gardener State Conference, and Southern 

Regional Master Gardener Conference. 

 

10. Volunteer Service Hours Defined 

Local LMG Program Coordinators employed by the LSU AgCenter make the final determination on what 

volunteer service hours are accepted to meet requirements for LMG certification and recertification. 

To assist in this determination, the following guidelines are provided. Volunteer service hours should be 

performed during activities that are: 

• Educational in nature, as opposed to service or maintenance-type work. 

• Supportive of Louisiana Cooperative Extension Service’s mission, objectives, and issues. 

• Identified as sponsored (or co-sponsored) by the LSU AgCenter 

a. Louisiana Master Gardeners should wear LMG name badges and/or shirts/apparel. 

b. Collaborations with other organizations are important, but Extension does not supply other 

organizations with volunteers to do their work. 

c. A Master Gardener’s volunteer hours may be claimed for credited with the LMG program or another 

organization, but not both. 

• Approved in advance for volunteer hours by the local LMG Program Coordinator. 

 

11. Louisiana Master Gardener “Emeritus” Status 

The “Emeritus” Louisiana Master Gardener status is bestowed as an honor in recognition of meritorious 

service. Criteria for this status vary greatly from program to program, and as such, the Emeritus status is 

considered "unique" for each of the programs choosing to offer that membership status. 

 

12. Title IX and the Louisiana Master Gardener Program 

Title IX of the educational amendment of 1972 prohibits discrimination based on sex in education programs 

and activities that receive federal assistance. Although most of the focus on Title IX has been on equity in 

athletics, universities and colleges must guarantee all students an education and environment free of sexual 

harassment and violence. Title IX also covers 4-H programs and all volunteer programs offered through the 

LSU AgCenter. 

 

13.  Pesticide Recommendations by Master Gardeners 

In making recommendations that include the use of pesticides (insecticides, herbicides and fungicides), 

Louisiana Master Gardeners must follow published Louisiana Cooperative Extension Service 

recommendations. Use of other pesticide recommendations is not approved. When reading a recommendation 

to a client, you must read it in its entirety. No omissions are allowed under any circumstances. Handwritten 

recommendations are not approved. Questions about commercial production of crops and pest control on such 

crops are to be referred to the parish extension agent. This includes all areas of the green (landscape) industry. 
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14.  LMG Volunteer Screening 

Volunteers are screened for many of the same reasons employers conduct background checks. The ultimate 

goal is to verify identity and weed out potential problems, especially problems that could arise from an 

undisclosed criminal history. Any volunteer over the age of 19 and who work directly with vulnerable 

populations and/or youth through 4-H, school garden, and other programs or activities are to be screened per 

LSU AgCenter guidelines. Additionally, volunteers handling association funds (Master Gardeners, 4-H, etc.) 

or serving in an advisory capacity (Parish 4-H Foundation Board, Master Gardener Board, advisory members, 

etc.) should be screened. 

 

Beginning January 2023, all new LMG volunteers and LMG trainees will be screened. LMG volunteers 

trained prior to December 31, 2022, are grandfathered into the system *with exceptions. Those LMG 

volunteers working with youth & community gardens, school gardens, 4-H, handing LMG funds, or serving on 

the local LMG board, regardless of training date, will be screened on a three-year rotation. 

 

While you, as a volunteer, can share your background check results with other organizations (CASA, Girl 

Scout, Meals on Wheels, etc.), the LSU AgCenter Volunteer Screening liaison can only share the following 

status with the LSU AgCenter agents and/or coordinators: Cleared, Restricted, Pending, or Dismissed/Denied. 

By law, the LSU AgCenter Volunteer Screening liaison cannot divulge screening results. 

  

To share your results once your background check is complete, simply login to the Sterling Volunteers 

community to access your profile and find organizations with which to share your background check. 

Likewise, if you have previously been screened through the Sterling Volunteers application for another 

organization, you do not need to complete the process again. Instead, login to the Sterling Volunteers 

community and share your results with the LSU AgCenter. You may need to enter your Good Deed code to 

ensure the screening results are routed appropriately. 

 

15.  ADA Compliance 

Website accessibility is the practice of ensuring there are no barriers and there is equal access to information 

and functionality of websites by people with disabilities. The LSU AgCenter is committed to providing 

accessible information to all audiences, whenever possible, regardless of the technology used, such as social 

media, email, websites, etc. Correspondence from Louisiana Master Gardener programs and associations 

should also meet these standards. 

 

The following information is intended for electronic media (website, email, social media, etc.) to improve the 

accessibility of individuals with disabilities. Information provided on materials intended to be printed for 

dissemination are excluded from these guidelines. 

 

16.  Websites 

Many Louisiana Master Gardener associations pay for web hosting services in lieu of utilizing LSU AgCenter 

webpages. Please check with your hosting platform to ensure they have implemented and follow appropriate 

ADA compliance requirements. While the LSU AgCenter would like to link to these parish-based websites, 

we cannot do so unless we know the site is ADA compliant. If you have a statement from the website host 

stating the site is compliant, please forward to the LMG State Coordinator at 

LMGCoordinator@agcenter.lsu.edu or send to your local LMG coordinator for routing. 

Social Media ADA Compliance Rules 

• All videos posted to social media must have closed captioning. 

• All photos posted to social media must have alternative text. 

• When posting photos to social media, reduce the amount of text in images. 

There are many helpful websites and YouTube videos that can assist you will any of the items listed above. 
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Lafayette Parish Master Gardener Program 
 

As outlined in the Commitment for Louisiana Master Gardeners, all affiliates and members of the Louisiana 

Master Gardener Association adhere to the volunteer responsibilities set by the LSU AgCenter.  Each parish 

sets additional guidelines suited to its individual situation, activities, and needs.  

 

Certification Requirements/Membership 
Master Gardener-in-Training (MGIT)—Initial Year 

Certification as a Louisiana Master Gardener is awarded following completion of the following criteria: 

1. Attending the prescribed hours of classroom and lab instruction set by the LSU AgCenter  

2. Successfully passing the final exam 

3. Completing forty (40) hours of approved volunteer service for the LSU AgCenter Extension Service 

(Phone hours may be used as part of the forty hours of volunteer service.)  

4. No education hours are required other than class lectures. 

 

Apprentice Member 

Associate membership shall be granted to those who have completed the Master Gardener course of 

instruction but have not yet fulfilled their volunteer commitment. 

 

Active Member Annual Recertification 

After the initial year of membership, Master Gardeners must recertify yearly for participation in the LPMGA 

program by: 

1.   Completing twenty (20) hours of approved volunteer service (Phone hours may be used as part of the 

twenty hours of volunteer service.) 

2.   Completing six (6) hours of approved Continuing Education Training in the horticulture arena in addition 

to the twenty (20) hours of volunteer service. 

 

Other Types of Membership 
Inactive Member  

1. Inactive members are those not current with annual dues and/or with volunteer service.  A special category 

of inactive membership entitled “Member-on-Leave” may be granted by the Executive Board to those 

certified Master Gardeners who desire to suspend their volunteer commitment temporarily. 

2. Previously certified Master Gardeners who are currently inactive may rejoin the Association with payment 

of dues and fulfillment of volunteer commitment. 

 

Member-on-Leave 

If a member in good standing finds it necessary to suspend their volunteer commitment temporarily, but has a 

strong desire to remain connected with the organization in the hope of returning to active status, the following 

guidelines must be followed:  

1. Member must submit to the Corresponding Secretary by mail or electronic communication a letter 

requesting Member-on-Leave status. 

2. Member must be in good standing, having completed the initial commitment of classroom training, final 

exam, and volunteer service hours. 

3. The member must attend six (6) hours of approved continuing education in each year of inactive leave. 

4. The member must continue to pay annual dues. 

5. If Member-on-Leave status continues for more than three (3) consecutive years, said member may be 

required to reapply to the MG Training Program. 

 

In-State LMG Transfer 

A Louisiana Master Gardener certified in a parish other than Lafayette may be admitted to the LPMGA under 

the following requirements: 

1. The Extension Service Agent/Advisor from the member’s home parish is to send a letter of 

recommendation on behalf of the applicant.  It should specify that the member left the chapter in good 
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standing, having paid dues and met all requirements of volunteer commitments in that parish including 

the submission of a signed Code of Conduct form. 

2. Dues will be assessed at the time of acceptance into the LPMGA regardless of the date of transfer. 

3. The transferred Louisiana Master Gardener must meet recertification requirements of active membership 

in the LPMGA.   

 

Out-of-State Master Gardener Transfer 

An Out-of-State transfer will be examined on a case-by-case determination as to standards taught in other 

states meeting the certification requirements of both the Louisiana Master Gardener Program and the LPMGA.  

Transfers from another climate zone may be required to take the training course after consultation with the 

Class Coordinator.  The three requirements applying to in-state transfer will also apply to out-of-state 

transfers. 

 

 

 

 


