Guidelines for Running a Plant Clinic 2024

Hanover Master Gardeners 
In Affiliation with Virginia Cooperative Extension of Hanover County

Basic Guidelines:
· Always arrive early enough to properly set up the booth and remove vehicles from the area prior to the time set for the clinic to begin. Always adhere to the host’s guidelines if appropriate. Do not remove the booth prior to the designated time.(
· Always wear your name tag when representing Hanover Master Gardeners or VCE.
· Contact event coordinator, those who have signed up for the event and the Extension Volunteer Manager in the event that a Clinic needs to be cancelled for lack of personnel or if the materials have not arrived.
· Dress appropriately for your role as an Extension Educator, as a representative of VCE and the Hanover Master Gardeners.  

· Prepare for the weather, including sun screen, hats, and warm/waterproof clothing, as needed.

· Bring your own food and water, especially if it will be warm. Bring your own folding chair if not provided.
· Bring your appropriate reference if available. The current edition of the Pest Management Guide will be provided in the Plant Clinic Box at each site.
· There are folders in the Box that contain forms, a publication sheet, and other helpful information.  
· Information Request Form- May be used, on rare occasions, if the customer has questions which we could not answer. This form may be filled out and mailed to the help desk at the office. In addition, there is a QR code that can be used to ask questions. 

· VCE & HMGA Web Information—business cards/ publications sheet. Each Box is supplied with HMGA business cards and the VCE publications sheet. These should be given to contacts who wish to do more independent research on their topics of interest.

· Every effort should be made to obtain demographic information from the consumer. Please utilize the Program Participant Self-Reporting Form publication 490-850.

· At the end of your activity you should enter your number of contacts in Better Impact when you enter your hours.   
· Some Plant Clinics may have demonstrations and/or themes such as proper pruning technique, seed starting, water-wise gardening or soil sampling. Please familiarize yourself with these concepts before the Plant Clinic. Although not essential, you may want to bring some of your own materials for the demonstration, such as pruners, and a few branches for “Show and Tell”.  Soil Test Kits (forms, boxes, mailers) will also be supplied in the Box.  

· Notify the coordinator for the event about any supplies that need restocking.
· Please do not argue about anything with anyone whether it is a host site staff person or a member of the public. Remember that misunderstandings do occur and occasionally we are wrong.  If such a misunderstanding cannot be worked out quickly and easily, please do not hesitate to contact a member of the Plant Clinic Committee (listed at the end of the next page) for information, advice or assistance.
Children:

Please treat children as you would any person, with a few exceptions as below:

· You may not ask for any personal information such as name, phone number, email or home address from anyone under the age of 19 (including for the Information Request Form) without their parent/responsible adult present. You may not give out any of your personal information either.
· If a younger person wants additional information on a horticultural topic please refer them to the Extension Master Gardener Help Desk at the Extension Office, the VCE web site, give them a VCE Publication from the Plant Clinic Box, or ask for them to return with their parent/responsible adult to fill out the Information Request Form.  
· Refrain from physical contact and always work with at least one other Master Gardener when with a minor age person.
· If there are situations that require extra attention, or if you are unsure how to handle a situation, contact an on-site employee or representative for assistance.
· Remember the “Above Suspicion” policy and avoid the appearance of impropriety.
· Please do not be afraid to talk to younger people, and do share your enthusiasm for gardening with them.  Perhaps you will encourage a budding Master Gardener.
Photography:

· Do not take photographs of children.

· Do not take photographs of adults without their permission.

· Do not post pictures of people to social media without their permission.
Risk Management:

· Make sure that the table and chairs are set up in an appropriate location such that the general public, as well as the MGs, will not trip or harm themselves. Avoid areas with automatic sprinklers, water hoses or electrical cords or wires on the ground, delicate displays that could be damaged or tipped over, or any other hazardous location.  If the contact person at a location suggests a location that you think is hazardous, politely point out your concerns and suggest finding a better site for the table.
· For all pesticide recommendations, including organic treatments, refer to the current Pest Management Guide, Home Grounds and Animal version.  VCE policy states “VCE-MGs providing chemical pest control recommendations must adhere to the printed recommendations provided by the pest control specialists at Virginia Tech and published in the current year’s Pest Management Guide for Home Grounds and Animals (PMG)”.  The only pesticide recommendations we may make are the ones listed in the PMG (Home Grounds and Animals) and we are only covered by VA Tech’s liability insurance if our recommendations are from this Guide.  Remember to recommend the least toxic alternative first.  A current PMG will be stocked in every Box; please make sure you return the PMG to the Box before leaving the Plant Clinic. 
· You may offer advice on non-chemical, cultural pest control and prevention methods such as hand picking, the use of floating row covers, proper pruning, crop rotation, variety selection, sanitation, soil amendments and pH adjustment, proper irrigation techniques, etc.  No home remedies that must be ‘sprayed’ or ‘applied’ should be recommended.
· You are not representing any company, location, or product and should not recommend name brands or specific companies.  Also remember you are not a salesperson for the business holding the Plant Clinic.  All sales related questions should be referred to a staff person.  
· There is an ‘Emergency Contact Form’ and an ‘Accident/Incident Report Form’ in the notebook in every Box.  Use them if the situation warrants any type of treatment, first aid, police presence, or involves civil disobedience. Contact Laura Maxey-Nay, or Angelette Pryor in the event of an emergency. Report to the Extension Office as soon as possible thereafter.

· Refer to the final chapter in the MG Handbook ‘Welcome to Master Gardening! Resource and Reference Guide’ for additional information. If your Handbook predates year 2000 you may need to ask the Office to mail you a copy of this chapter.
Additional Questions or Problems:
· Bridgitte Groome Office:  804-752-4308 Cell:  540-223-1537 bridg93@vt.edu
· Hanover Extension Office 804-752-4310 

Relax, enjoy yourself, share your enthusiasm for gardening and your knowledge of horticulture!  
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