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Reappointment Defined
All UCCE Master Gardener 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 by correctly submitting 
the following: Annual Agreement, Code of Conduct, and Driver’s License and Insurance 
Information.
Per the UCCE Master Gardener Program Administrative Handbook reappointment runs 
from June 1 through July 31.

http://ucanr.edu/sites/anrstaff/files/1194.pdf


Agenda

• Welcome 
• Resources
• Responsibilities- Volunteers, 

Coordinators, County Directors
• Timelines
• Insurance Fee

2019

2020



Resources on the Coordinator Website

VMS User’s Guide

UC Master Gardener 
Administrative Handbook

Annual Volunteer 
Agreement

Code of Conduct

Proof of Driver’s 
License/Insurance

Step-by-Step Guide for 
Managing Reappointment 
(for Coordinators)

Step-by-Step Guide to 
Completing Reappointment  
(for Volunteers)

Creating a Credit Card 
Survey for Insurance

Letter to Inactive/Resigning 
Volunteers

Contain guidance for the
Covid-19 era
• Volunteers will receive 

forgiveness for 2019-2020 PY
• Balances from the 2018-2019 

PY should be addressed 
locally
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Coordinator Website >> Admin >> Reappointment





Reappointment turns 
on June 1, 2020 @ 12:00 AM

(Monday)



Reappointment must be completed by …

All Active-Limited Active Volunteers including First-Year Master 
Gardeners, Master Gardeners, Gold Badge, Platinum Badge

First-Year

50 Volunteer Hours

0 Continuing 
Education Hours

Everybody Else

25 Volunteer Hours

12 Continuing 
Education Hours

Please be sure to change Trainees 
to First-Year Master Gardeners, if 
they have completed their 
training. If this change is not 
made, these volunteers will not be 
prompted to reappoint. 



Reappointment must be completed by …

All Active-Limited Active Volunteers including First-Year Master 
Gardeners, Master Gardeners, Gold Badge, Platinum Badge

First-Year

50 Volunteer Hours

0 Continuing 
Education Hours

Everybody Else

25 Volunteer Hours

12 Continuing 
Education Hours

Honorary Master Gardeners 
should NOT complete 
reappointment. (Most Honorary 
Volunteers do not have VMS 
access).



Monday, June 1 Volunteers will be prompted to complete 
reappointment when logged into VMS



Volunteer: Login to VMS
Reappointment
Reappointment begins on June 1, 2020 for the 2021 program year



Volunteer: Select Choice from Annual 
Agreement Dropdown



Volunteers who were unable to complete hours as a result of Covid-19 
should select “Not Completed Hours and Seeking Reappointment” and 
enter “Covid-19” in the optional description box.

Volunteer: Select Choice from Annual 
Agreement Dropdown



Volunteer: Sign Code of Conduct



Volunteer: Sign Proof of CA Driver’s License 
and Automotive Liability Insurance



Volunteer: Verify VMS Portion of 
Reappointment is Complete 

Reappointment begins on June 1, 2020 for the 2021 program year



Volunteer: Pay Fees

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

• Cash
• 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/

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


Share info 
directly 

with 
volunteers

Assist 
volunteers 
who need 
support

Track 
reappoint

ment

“Send List 
to 

Director”

Collect 
Insurance

Approve 
Invoice

Clean 
Roster-
delete, 
change 
status

Mail 
letters to 
inactive/ 
resigned

Coordinator: Role Summary



Coordinator: Vol Communication

• Meetings
• Newsletters
• In-person
• Collaborative Tools
• VMS 

• Home Page News
• Email Unappointed Members (VMS)
• Direct E-mail
• Phone Calls



Coordinator: Vol Communication

• Meetings
• Newsletters
• In-person
• Collaborative Tools
• VMS 

• Home Page News
• Email Unappointed Members 

(VMS)
• Direct E-mail
• Phone Calls



Volunteer Hours Report: Start Date 7/1/2019 End Date 6/30/2020

Coordinator : VMS Reports



Coordinator: Reappointment Roster
Use the reappointment roster to track reappointment completion



Coordinator Tools: Email Unappointed Vols



Coordinator: Reappointment Roster
Use the reappointment roster to track reappointment completion



Best Practice: Send List to Director around July 15

Coordinator: Send List to Director



Coordinator: Reappointment Roster
Use the reappointment roster to track reappointment completion



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

Coordinator: Send List to Director



• Log into ANR Portal, find 
“Master Gardener Reviews” 
on the right sidebar (click)

• Select “Show Only 
Volunteers with 3 of 3”

• Select Volunteer names for 
reappointment using the 
check boxes

• Click Confirmed Check 
Members

County Director: Master Gardener Review



Verify all MG’s have been reappointed by the Director

Coordinator: Appointment Verification



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

Coordinator: Change Status



Mail and e-mail 
notification to newly 
Inactive-Resigned 
volunteers using the 
template on the 
coordinator site

Coordinator: Send Notification



Coordinators: Collect Insurance Fee

Cash

Check (UC Regents)

Credit Card (Survey Tool)

NOTE: Counties 
who have an 
annual fee may 
collect it at this 
time, statewide 
office only bills for 
insurance



YEAR

Coordinators: Survey Tool SAMPLE

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


Effective July 1, 2017
• Assessed fee 2% - 4% of the transaction amount 
• Charged (by CSIT) to the account receiving the 

registration income 
• Monthly bills to recharge accounts for the credit 

card processing fees
• Recommend increasing annual fees to cover 

credit card processing fees

Example:• $6 *.04 = $0.24
• $0.24*200 vol. = 

$48 in credit card 
processing fees

Coordinators: CC Processing Fee



• Amount calculated by statewide 
office using Roster

• Emailed to County

• County approves final invoice and 
provides recharge number

Invoice



• Suggested: May develop communication plan for volunteers about reappointment
• May 31st – June 2nd Change Trainees to First Year Master Gardeners
• June 1st Reappointment starts 

• UC Master Gardener Statewide Blog Post regarding Reappointment
• Suggested: July 15th – Submit reappointment to County Director

• This allows for appointment review approval
• July 31st

• MG’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 
amount and identify recharge account #

Reappointment Timeline



• Create and provide reappointment resources
• Communicate directly with coordinators via 

Collaborative Tools
• Turn on reappointment June 1

• 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
• Submit invoices to BOC for processing

• Clean Roster- Change Trainees to First Years
• Communicate directly with volunteers
• Assist/guide volunteers 

• Run commitment report (VMS)
• Run hours report in (VMS)
• Encourage 

• Track reappointment
• “Send List to Director”

• Confirm director has reappointed
• Clean Roster- delete, change status
• Mail and e-mail letters to inactive/resigned
• Insurance 

• Collect insurance fee
• Confirm insurance invoice
• Provide recharge number or check

Coordinators Statewide Office

Reappointment Roles and Responsibilities



Lauren Snowden, 
Statewide Training Coordinator
llsnowden@ucanr.edu

Melissa Figueroa, 
Interim Statewide Assistant 
mfigueroa@ucanr.edu 

Marisa Coyne, 
Academic Coordinator for Volunteer Engagement
macoyne@ucanr.edu

We are here to help!



Thank you for joining us!

Reappointment 2020

Marisa Coyne - Volunteer Engagement Coordinator 
UC Master Gardener Program

May 6th 2020
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