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Agenda
• Welcome to Reappointment
• The New VMS
• Resources
• Time Lines
• Responsibilities- Volunteers, Coordinators, 

County Directors
• Fingerprinting
• Insurance Fee



Resources  
Coordinator Website MG and MFP
• Step-by-step Guide for 

Managing Reappointment
• Step-by-step Guide to 

Completing Reappointment 
• Creating a Credit Card Survey 

for Insurance
• VMS User‘s Guide

• Section 2.8 Reappointment
• Section 4.0 Reappointment

• UC Master Gardener 
Administrative Handbook

Paper Documents: 
• Letter to inactive/resigning 

volunteers
• Annual Agreement
• Code of Conduct
• Proof of Driver’s 

License/Insurance
*MFP 
• Waiver of Liability
• Preparing/Serving Food 

Release
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Website: mgcoord.ucanr.edu 
http://ucanr.edu/sites/mfpcoord

Note: MFP’s have a total of 5 forms to complete during reappointment


http://mgcoord.ucanr.edu/Administration/Reappointment_Process/
http://ucanr.edu/sites/mfpcoord/Admin/Reappointment_459/


Video Resources:  
Coordinator Website MG and MFP

Completed:
• Complete reappointment for UC 

Master Gardeners (3 mins)
https://youtu.be/aN22nVUwXzs

In Production: 
• Complete reappointment for UC 

Master Food Preservers
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Presentation Notes
How-To videos for volunteers to see how to complete Reappointment in VMS.

Share the link in your communications (newsletter, emails, collaborative tools) on your MVS home page news, in a monthly meeting. 


http://mgcoord.ucanr.edu/Administration/Reappointment_Process/
http://ucanr.edu/sites/mfpcoord/Admin/Reappointment_459/
https://youtu.be/aN22nVUwXzs


Coordinator Website >> Admin >> 
Reappointment
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Presentation Notes
Resources are not on Collaborative Tools.  They are located Coordinator Website >> Admin >> Reappointment 

Reappointment Resources:

Step-by-step Guide for Managing Reappointment in VMS 
Step-by-step Guide to Completing Reappointment in VMS
Creating a Credit Card Survey for Insurance
VMS User’s Guide: Section 4.0 Reappointment

UC Master Gardener Administrative Handbook

Letter to inactive/resigning volunteers
Paper Documents: Annual Agreement, Code of Conduct, Proof of Driver’s License/Insurance
*MFP Waiver of Liability and Preparing/Serving Food Release




Reappointment policy as outlined 
in the UC Master Gardener Admin Handbook: 

“In order to retain active status as a MG volunteer, MG 
volunteers must apply for reappointment within a specific sixty 
(60) day period as follows:  Thirty (30) days before the end date 
of the current program year June 30, through thirty (30) days 
after the end date of the current program year, July 1.”

Reappointment June 1
-

July 31
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READ SLIDE 

Please prepare in advance for reappointment and set time aside to ensure that your county completes the reappointment process within the 60 day time period.

�




Who?          
• Active
• Limited Active
• First-Year
• Gold Badge
• Platinum Badge

Everybody Else
• 25 Volunteer hrs.
• 12 Continuing Education hrs.

First-Year 
• 50 Volunteer hrs.
• No required amount of  

Continuing Education hrs.

Start Date 7/1/2017          
End Date 6/30/2018How Many?

Presenter
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All volunteers must be reappointed by their County Director annually to remain active in the program and to continue acting as agents of the university. 
Volunteers are independently and personally responsible for meeting all administrative requirements necessary to secure reappointment.

Who must reappoint? 
Active
Limited Active
First-Year
Gold Badge
Platinum Badge volunteers must reappoint


As stated  in the UC MG Admin Handbook the minimum hours to remain a certified UC Master Gardener/Food Preserver :  25 hours Volunteer, 12 hours Continuing Education 

First-Year  requirements are 50 Volunteer hours and no required amount of  Continuing Education hours




Reappointment is ON
The statewide office turns on reappointment 

June 1, 2018
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The statewide office will turn on reappointment the morning of June 1, 2018.  If you know how to turn in on yourself please DO NOT turn it on or adjust the dates after it has been turned on.  
The statewide office will communicate to coordinators that reappointment is turned on through CT.  

For MG, a statewide blog will also be posted letting volunteers know reappointment is on and what steps to take to complete reappointment.  This blog post will appear on the home page of VMS in the “Latest Statewide News” Section.  





Friday, June 1
Volunteers are prompted to complete 
reappointment when logged into VMS

MFPMG
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Now I will walk you through the volunteer side of reappointment in the New VMS…..
Volunteers will be prompted to complete reappointment when they log into VMS. 
Some volunteers may need help logging into VMS and possibly need their password reset. 

Section 3.6.11 of the Volunteer Management System (VMS)3.1 User’s Guide provides instructions on how to reset a volunteer’s VMS password.  

MG volunteers have 3 Releases listed to complete
MFP volunteers have 5 Releases listed to complete 

Volunteers click on any of the Volunteer Agreements and Releases to begin the reappointment process





Three (to Five) Clicks Away
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Volunteers will click on each of the links and complete/accept terms.
Annual Volunteer Agreement 
Code of Conduct 
Proof of CA Driver’s License  and Automotive Lability Insurance. 
*MFP Waiver of Liability 
*MFP Preparing/Serving Food Release






Annual Agreement
Dropdown Choices 

Presenter
Presentation Notes
The drop down options for the Annual Volunteer Agreement  are as follows…

Completed hours and seeking reappointment
Not completed hours and seeking reappointment
Seeking limited active status
Do not Wish to be Reappointed
Trainee
1st Year Volunteer
The volunteer will choose what applies to them and follow the prompts.  





Code of Conduct
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Next is the Code of Conduct.  Volunteers will read and accept the terms of the code of conduct. 
(CLICK for 2nd box)




Proof of CA Driver’s License  and 
Automotive Liability Insurance
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The third (and final document for MG) is the Proof Of California Driver's License And Automotive Liability Insurance 
(CLICK for 2nd box)

Volunteers will read and answer T or F and accept the terms of the Proof Of California Driver's License And Automotive Liability Insurance

The MFP Volunteers will also complete the 
4. *MFP Waiver of Liability 
5. *MFP Preparing/Serving Food Release




Volunteers are Almost Done
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Once completed the volunteers will see the date they completed the documents listed under DATE COMPLETED, they are now done with reappointment in VMS.  




MFP Volunteers ONLY

• Annual Quiz
• 10-15 questions
• Ready prior to reappointment
• Score 85% or better

Reappointment Quiz

Presenter
Presentation Notes

There’s one more step outside of VMS for MFP volunteers. They need to complete the annual reappointment quiz. 




Last Step for Volunteers

• Pay $6 yearly insurance fee
• Can be collected:

• Via check (payable to: UC Regents)
• Credit card (through the survey tool)

• Insurance information available UC ANR Risk 
Services 
http://ucanr.edu/sites/risk/Insurance/Hartford_Volunteer_Insurance/
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The last step for volunteer is to pay any fees associated with their program if necessary.  That statewide office does not collect or accept insurance fees from individuals, that is done at the county level.  Statewide office will confirm the totals based on roster totals. The total does not include “trainees” 

The charge per volunteer is $6 and is payable via check made payable to UC Regents or via Credit Card through Survey Tool

If volunteers have questions about insurance there is an online brochure to help answer questions like: Who is covered? What is covered? And so on.  


http://ucanr.edu/sites/risk/Insurance/Hartford_Volunteer_Insurance/
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Here is a screen shot of the brochure.  



Coordinators 
• Communicate directly with volunteers
• Assist/guide volunteers who need assistance
• Track reappointment
• Track reappointment Quiz (MFP only)
• “Send List to Director”
• Insurance collection, approval of final invoice
• Clean Roster- delete, change status
• Mail out letters to inactive/resigned
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As a coordinator you are responsible for communicating directly with your volunteers about reappointment and helping guide volunteers through the process.  

You will track your counties reappointment progress through VMS, reaching out and helping those who need it.  

Coordinators are responsible for electronically sending the reappointment list to the Director, collection of and approval of final insurance invoice, cleaning the roster and mailing out letters to inactive and resigned volunteers.  




Coordinators
Communication

• At meetings
• In newsletters
• Through Collaborative Tools
• Through VMS 

• Home Page News
• Email Unappointed Members 

• Direct E-mail
• Phone Calls
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Communication should take place before and throughout the reappointment process …
At meetings
In newsletters
Through Collaborative Tools
Through VMS 
Home Page News
Email Unappointed Members
Direct Emails
And Phone Calls

Section 3.8 of the  (VMS)3.1  User’s Guide provides instructions on how to Manage Home Page News �
Please type in the chat bar  what other types of communication you have used that has been effective for reappointment.



Coordinators 
Run an hours report

Start Date 7/1/2017          End Date 6/30/2018
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You can run a report in VMS to check volunteer and continuing education hours for your county.  The Volunteer Hours Report display all Volunteer Hours for all time or a time frame you designate. 

Use this report throughout the year to check on the status of volunteer and continuing education hours. 

Use this report to see who has reached their minimum hours to remain a certified UC Master Gardener/Master Food Preserver :  25 Volunteer hours, 12  Continuing Education hours

Section 3.7 of the VMS Administration Help Document provides instructions on how to run the Volunteer Hours Report




Coordinators
Assist in completing the reappointment 
process

• Paper process available but not preferred
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Coordinators assist in completing the reappointment process. 

Paper process available but not preferred!  
If you run across someone who can’t complete the process electronically they can complete the paperwork and the coordinator can electronically SUMBIT PAPER for them.  If this happens the papers are required to be saved for 5 years.  
You can keep track of who has reappointed by checking VMS.  

You can track who is reappointing by logging into VMS ….Mange VMS>> Manage Reappointments

You can look under TERMS OF STATUS to see who has renewed, who has attempted to but didn’t finish their paperwork and those that didn’t do it all.  

If you are electronically submitting for someone else you would click on the green button SUBMIT PAPER and follow the prompts. There is instructions on how to manually reappoint someone in the Step by step guide for managing reappointment in VMS.  






Email 
Through 
VMS
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To alert volunteers who haven’t reappointed you can utilize the EMAIL UNAPPOINTED VOLUNTEERS function found in VMS. 
A new page will pop up where you can select any volunteers who should NOT receive the email, add a subject, customize the text of the email, add an attachment if needed.  And send it out to your volunteers.  





Coordinators
• “Send List to Director”

Best Practice: Send List to Director around July 16
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Once you have all your volunteers TERMS STATUS as renewing you will want to SEND LIST TO DIRECTOR for approval.  

We suggest doing this before the 7/31 deadline.  Best practice is to have this done around July 16 to allow for time to complete other reappointment tasks, such as roster cleaning and mailing letters.  






Best Practice: 
Email CD with instructions found in 
the Step-by-Step Guide for Managing 
Reappointment in VMS

Presenter
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Once you click send to director a green bar will be displayed telling you “Email to county Director has been sent.  You will receive a copy of the message.”

This is a screen shot of the email the County Director will receive directly from VMS or a no-reply email address, sometimes these types of emails are filtered out from the main inbox so best practice is to send an email directly to the County Director with instructions that can be found in the Step by Step Guide for Managing Reappointment in VMS

Select “Send List to Director” from top of Manage Reappointment page. Once you instruct VMS to send list for approval, provide county director with the following instructions: 
1. Log into ANR Portal, find “MG Reviews” on the right sidebar. 
2. Click link - which takes you to a list of Master Gardeners and term statuses. 
3. Select “View only 3 of 3”  (or 5 of 5 for MFP) to avoid appointing someone who has not completed terms. 
4. Select volunteer’s names for reappointment by clicking on check box on the left- hand side. 
5. Click submit reappointment information, via button at top of page. 








County Directors

• Log into ANR Portal, find “MG 
of MFP Reviews” on the right 
sidebar (click)

• Select “Show Only Volunteers 
with 3 of 3”

• Select Volunteer names for 
reappointment using the 
check box

• Click Confirmed Check 
Members

Presenter
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Select “Show Only Volunteers with 5 of 5 for MFP”



Coordinators
• Verify all MG’s and 

MFP’s have been 
reappointed by the 
Director

• If someone was missed 
resend “Send List to 
Director” and inform CD 
to appoint them

• Change status of those 
who were not 
reappointed to 
“Inactive/Resigned”

Presenter
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Once the CD has completed their portion….



Coordinators

Inactive/Resigned 
volunteers must be 
provided written 
notice of inactive 
status.  
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Volunteers who do not fulfill the reappointment requirements are classified as Inactive/Resigned. 
Inactive/Resigned must be provided written notice of inactive status

The letter to Inactive/Resigning volunteers is located on the Coordinator site under reappointment.  The document is available in WORD and can be filled in to meet your counties needs.  





Fingerprinting
Coordinator Page Step-by Step 
Guide and re-fingerprinting 
resources
http://mgcoord.ucanr.edu/ReF
ingerprinting/

Kimberly Rodegerdts
Custodian of Criminal Records
karodegerdts@ucanr.edu
530-750-1383
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Volunteers who were active prior to 2007 and have not been re-fingerprinted are not eligible for reappointment.

Contact Kim Rodegerdts with any fingerprinting questions.


http://mgcoord.ucanr.edu/ReFingerprinting/
mailto:karodegerdts@ucanr.edu


MFP Coordinators ONLY

Coordinators Track Quiz results
• Annual Quiz
• 10-15 questions
• Ready prior to reappointment
• Score 85% or better

Reappointment Quiz
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There’s one more step outside of VMS for MFP volunteers. They need to complete the annual reappointment quiz. 

Coordinators make sure those who are continuing have successfully completed the annual quiz.




Insurance Fee
• Coordinators “Manage Roster” to avoid insurance fee 

for non active volunteers
• Collect insurance fee ($6): Use survey tool   
• Verify Insurance Bill emailed from statewide office

http://ucanr.edu/sites/risk/Insurance/Hartford_Volunteer_Insurance/

Presenter
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The UC MG and MFP Program will be charged an insurance fee based on the number of Active Master Gardeners/Master Food Preservers in their
roster. The term “Active Master Gardeners” include VMS classifications: “Master Gardener,” “First Year Master
Gardener,” “Gold Badge,” and “Limited Active” as listed on roster as of August 1, 2018 
This designation excludes: “Trainees” and “Inactive/Resigned” members.

To ensure accurate billing program coordinators should implement “Roster Cleanup” after reappointment is
completed. See section 3.6.6 Change Volunteer Status and/or Achievement. The statewide office will send invoices out to each county,
confirm that the quantity being billed matches the number of “Active Volunteers” and confirm the account number
to be recharged. 

If either the number of volunteers or the account number is wrong respond to the invoice with the  correct information

http://ucanr.edu/sites/risk/Insurance/Hartford_Volunteer_Insurance/


Survey Tool Sample
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Counties can collect insurance fees by check and or credit card.  To collect fees through a credit card you can create a credit card survey through SURVEY TOOL.  

Here is an example of a insurance survey. 

There are step  by step directions on the coordinator website on Creating Credit Card Survey for Insurance collection. http://mgcoord.ucanr.edu/files/237559.pdf



http://mgcoord.ucanr.edu/files/237559.pdf
http://mgcoord.ucanr.edu/files/237559.pdf


Credit Card Processing Fee
Effective July 1, 2017
• assessed fee 2% - 4% of the 

transaction amount 
• passed through to the 

account receiving the 
registration income 

• monthly recharges for the 
credit card processing fees

$6 *1.04 = $6.24
$0.24*200 vol. = $48 in fees

Example: 

Presenter
Presentation Notes
The Division of Agriculture and Natural Resources survey system (maintained by Communication Services & Information Technology) processes web-based surveys for a variety of purposes. The credit card payment component of the system brings in approximately $1.5 million yearly in conference and program registration income to ANR. The credit card fees imposed by the bank cost about $45,000 per year. Historically these fees have been covered by CSIT or by Division central funding.
 
Effective July 1 2017, the credit card processing fees are passed through to the account receiving the registration income for each survey. The fees vary between 2% and 4% of the credit card transaction amount, depending on the credit card type used by the customer. We recommend you increase your registration fees by 4% to be able to cover this cost.
 
 




Reappointment Time Lines
• Suggested: May 16th develop communication plan for volunteers 

about reappointment
• June 1st reappointment starts 

• Statewide MG Blog Post Regarding Reappointment

• Suggested: July 16th – Submit reappointment to County Director
• This allows for appointment review approval

• July 31st

• MG’s and MFP’s must have completed the reappointment process
• Coordinators clean roster and mail letters to inactive/resigned

• First Week of August insurance billing is emailed to coordinators 
to confirm and identify recharge account #

Presenter
Presentation Notes
Please prepare in advance for reappointment and set time aside in your busy spring calendars to ensure that your county completes the reappointment process within the outlined timeframe.  

�




Resources
• Communications is via Collaborative Tools for 

Coordinators
• Available on coordinator website: 

• Step-by-Step Guide for Managing Reappointment in VMS
• Step-by-Step Guide to Completing Reappointment in VMS
• Creating a Credit Card Survey for Insurance
• Letter to inactive/resigning volunteers
• Volunteer Management System User’s Guide, section 4.0

Coordinator Website >> Admin >> Reappointment

Presenter
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Both MG and MFP have a coordinator website with Resources.

http://mgcoord.ucanr.edu/Administration/Reappointment_Process/


Roles and Responsibilities

• Create and provide reappointment 
resources

• MFP- Develop Reappointment Quiz

• Communicate directly with 
coordinators via Collaborative Tools

• Turn on reappointment June 1
• MG Blog Post 

• Assist/guide coordinators
• answer questions
• trouble shoot issues 
• talk through special circumstances
• advise on best practice and policy

• Track reappointment statewide
• Insurance Billing

• calculate, create and send insurance 
invoice

• turn in insurance for billing for processing

• Communicate directly with volunteers
• Assist/guide volunteers 

• run commitment report (VMS)
• run hours report in (VMS)
• encourage 

• Track reappointment
• Track reappointment Quiz (MFP only)
• “Send List to Director”

• confirm director has reappointed
• Clean Roster- delete, change status
• Mail/ Email letters to 

inactive/resigned
• Insurance 

• collect insurance fee
• confirm insurance invoice
• provide recharge number or check

Coordinators Statewide Offices



We are here to help you! 

Katelyn Ogburn, 
Statewide Program Coordinator
kbogburn@ucanr.edu | 530.770.1382

Donna Valadez, 
Assistant Statewide Communications Coordinator
dnvaladez@ucanr.edu 
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