LANDSCAPE COMMITTEE DUTIES

General Duties-Landscape Chair:

· Provide oversight for the planning and implementation of all facets of the Green Acres Demonstration Gardens

Regular Monthly Duties:

· Two work days-first Friday after general meeting and third Friday of the month

· 1 Landscape Committee Meeting-first Friday after the general meeting

· Oversee work, provide guidance and/or assistance to garden leaders

· Schedule additional workdays as required

Time Line Duties:

· October:  Fertilize if needed, attend Budget Meeting

· November: Rest, plan for spring, attend Budget Meeting

· December: Find replacement for Landscape Chair, attend Budget Meeting

· January: Light maintenance in gardens

· February: Light maintenance in gardens

· March: Inventory and replace dead plants

· April: Weed removal, mulch, prepare for Hidden Garden Tour 

· May: Weed removal, mulch, prepare for Hidden Garden Tour 

· June: General maintenance

· July: General maintenance

· August: Weed, maintenance 

· September: General maintenance

1. Responsibilities of Chairperson:

· At the beginning of October secure a leader for each garden and an irrigation specialist and publish a list for the membership by the January general meeting. 

· Prepare an annual budget for all gardeners.  Secure detailed requests from all garden leaders. 

· Schedule workdays, circulate throughout the gardens to check maintenance and needs.  Hold extra workdays or evening workdays as needed. 

· Oversee the opening and locking of gates, sheds, and supply rooms.  Arrange for alternate overseer when unable to be present. 

· Review and sign all requests for budgeted items.  Be sure requests are received prior to the purchase of items.  The president should sign requests from chairperson or co-chair. 

· Trailer Use- check with agent for possible use by Master Gardeners.  

Additional Chairperson Duties:  

· Irrigation system maintenance
· Maintaining interest among MGs to “adopt” a garden and see to it’s care
· Brush removal
· Pick up, delivery and dispersal of mulch
· Update plant lists annually
· Approve (or not) purchases of plants, seeds, hardscape or other items for gardens
· Stay on budget
2. Garden Leader Responsibilities

· Oversee maintenance of individual garden with help from other Master Gardeners

· Submit budget to Landscape Chair in October.  (All requests for landscape budget funds must be itemized with dimensions, quantities, and prices.  Too much information is preferred. 

· Attend landscape committee meetings

· Submit requests to Landscape Chairperson/Co-Chairperson for items or plants for approval prior to purchase. 

· Keep plant signs in the garden updated and in good repair. 

· Research all new plants proposed for the garden and upon approval submit sign information (include botanical name(s) and growing information) to the Extension Office. 

3. Plant Acquisitions for Green Acres-All plant acquisitions must be approved in advance, by the Landscape Committee Chair(s).  

· Local Nursery Purchase with cash

· Fill out purchase request and have it signed by the Landscape Chair

· Buy at the nursery

· Take receipt to the Extension Office and attach it to the check request form

· A reimbursement check will be written and placed in your folder at the Extension Office.

· Plants bought at the Nursery that will send a bill
· Fill out purchase request

· Have it signed by the Landscape Chair

· Purchase plants

· Place purchase request with receipt in office folder and mark “hold for bill”

· MG Spring Plant Sale Pre-Orders for Green Acres Gardens

· Consider budget

· Garden leaders should make a list of plants requested and submit to the Landscape Chair for approval.  The Landscape Chair then gives the list to the plant sale committee (NO MONEY NEEDED). 

· Plant sale committee will prepare a list that includes the name of the garden leader ordering plants, name of plants, number of each, wholesale cost of each plant and the specific garden at Green Acres where these will be planted.  The Plant Sale Committee turns this list into the Treasurer with all the other plant sale order information. 

· A copy of this information is given to the Landscape Chair to keep the landscape budget up to date. 

· Cost to GA Landscape will be at wholesale prices. 

· No pre-orders for Fall Plant Sale, Garden Leaders may purchase leftover plants for Green Acres Gardens. 

4. Green Acres Demonstration Gardens  

· The Green Acres Demonstration Gardens are designed, planted and maintained by volunteers, the garden demonstrates plant materials and landscape schemes suitable for the Coastal Bend

· Tools: Master Gardeners may work in the gardens anytime, including scheduled workdays.  Tools are stored in the small tool shed between the office and front storage room and in the metal building within the cyclone fence at the rear of the lot.

· Keys:  The key for the front storeroom is in the Extension Office.  The office is open Monday-Friday

· Weeding: When weeding in a mulched area, pull back mulch, dig the weeds out and replace mulch.  When digging please be aware of areas that have drip irrigation. Either work carefully around the tubing or pull it out of the way.  When weeding, work a small area at a time and weed thoroughly.  Dig out nut grass nuts, oxalis bulbs and Bermuda grass roots.  Mulch area weeded immediately with a 4-6 inch layer of mulch to keep weeds from coming up again. 

· Clean-Up: Place all weeds and pruned cuttings in the designated area/bin, do not leave in the garden.

· Clean pathways and sidewalks of clippings and leaves after working.

· Allow time to put away and lock up tools before leaving, rewind hoses. 

· If you are the last person to leave for the day, make sure that the storage rooms and the back gates are locked. 

5. Greenhouse Guidelines-The Greenhouse is under the Landscape Committee
· Greenhouse users are responsible for cleaning up their area after each use. 

· In the Greenhouse a soil mix is stored in bins and is reserved for use by the Propagation Committee

· The Greenhouse is designed for plant sales, storing plants for sales, storing plants for protection, seed starting and for the general support of Master Gardener educational and fund-raising activities.

· The Greenhouse is not for personal plants or personal use. 

Propagation Committee Duties and Special Assignments

The propagation committee exists to educate the public by growing the area’s native and adapted plants.  These plants are propagated from cuttings, seeds, division, and layering and are to be sold at the annual Master Gardener Plant Sales.  Equally important, the committee and its chair teach Master Gardener Interns successful propagation techniques.  The goal is for all Master Gardeners to experience the satisfaction of growing their own plants and in turn for them to teach others the process of propagation.

General Duties:

Grow plants. Pot cuttings to root.  Pot mature seedlings. Pot divided and rooted plants. Labeling all new plants with both common and botanical names.  Teach techniques to fellow Master Gardeners and Master Gardener Interns.  Tend to fertilization. See that plants being grown at Green Acres receive adequate watering.  Members of the committee take turns weekly checking on plant welfare.  Keep supplies on hand necessary to perform the duties mentioned above, which includes checking on potting mix.  Keeping the greenhouse neat and cleaned after each use is done weekly.

Time line duties:

The propagation committee does not meet regularly during the months of October thru March.  However, the committee assists with teaching propagation to the new class of Master Gardener Interns.  Also, members of the committee assist with the Master Gardener Spring Plant Sale. Usually we begin meeting weekly in early April and continue until after the Fall Plant sale.  During these six months the committee is busy with all the duties listed above.  Additionally, weeding pots, weeding beds, trimming and repotting plants are chores done on a regular but as needed basis.  

Additional Comments:

The chairperson of propagation is a leader/organizer. She decides, with member input, which plants to grow for sales.  The chair purchases needed supplies.  She communicates with the group either by email or in person potential “up and coming” chores to be done at weekly meetings.  Prepares watering schedule for member commitment.  Asks for individual members to volunteer for certain tasks such as researching botanical names of plants. 
