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OLD RAG MASTER NATURALISTS, INC.
OPERATING HANDBOOK
The purpose of this Operating Handbook is to provide easy access to information about
the day-to-day operation of ORMN. For more detail, please refer to the ORMN bylaws,
which can be found on the chapter website under the Members: Documents menu
https://www.oldragmasternaturalists.org/documents.html

MISSION
The mission of ORMN is to develop a corps of volunteers who understand biodiversity and our
regional ecosystem and who help Virginia conserve and manage its natural resources by
educating the public, collecting data for scientific purposes, and providing volunteer service to
organizations and entities promoting the conservation of natural resources.

I. MEMBERS

A. Definition of Members
1. Students in an Old Rag Master Naturalist (ORMN) basic training class,
2. Graduates of an ORMN basic training class whose dues are current, and
3. Transfers from another Virginia Master Naturalist (VMN) chapter whose ORMN dues are
current.
An ORMN member may not be a member of another Master Naturalist chapter.
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B. Responsibilities of Members
1. Volunteer on approved projects.
2. Pay dues on time.
3. Keep personal information on the Virginia Master Naturalist – Volunteer Management
System (VMN-VMS) website up to date. https://virginiamn.volunteersystem.org.
4. Promptly report volunteer service hours and continuing education (CE) hours on VMNVMS.
a. Qualifying volunteer service hours:
i. Chapter administration (AD), including travel time.
ii. Citizen Science (CS), Education (ED), and Stewardship (ST) projects that have been
approved in advance by the Projects Committee, including travel time.
A list of projects for which hours may be reported for credit can be found on the
ORMN website under “Approved Projects” and on the VMN-VMS website under
“Projects.” For projects with other VMN chapters and projects not on the VMNVMS website, please submit a Project Proposal form [Attachment 14] to the
Projects Committee.
b. Continuing Education (CE) hours:
i. CE hours do not require formal approval, but CE topics should always be presented
in person or through an interactive online course.
ii. CE hours must also meet at least one of the following criteria:
v Enhance a member’s understanding of biodiversity and the regional ecosystem.
v Provide a member the opportunity to enhance his or her naturalist skills.
v Provide information on natural resources and resource management applicable
to Virginia.
v Be presented by the VMN state office as a webinar.
v Provide a member with the knowledge and skills to work on volunteer projects.
iii.

Members who have already graduated may observe any basic training class and
receive CE credit if there is room and if they have notified the chair of the Basic
Training Committee at least two weeks in advance. These members should sit in
back and remember that they are there as observers, not participants.
If a member learns about a CE opportunity others may be interested in, and is
unsure whether it meets the above criteria, that member should email the
information to the CE chair, who will determine if it qualifies for CE and who will
publicize it to the membership if it does.
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Training required for participating in a project may be reported either as continuing
education or volunteer service under that project.

C. Certification
1. To become certified, members must report at least 40 hours of volunteer project work
(including at least one CS, ED, or ST project) and 8 hours of CE, according to the following
time line:
a. For basic training class members, by the end of the calendar year following the year
the class ends.
b. For all other members, by the end of the current calendar year.
2. Certification is effective through the end of the calendar year following certification.
Achieving and maintaining certification is not mandatory, but is strongly encouraged
and benefits the chapter and the program. Certification is required for service on the
Board. Contact the chapter VMS Coordinator for more information about certification
(ormnvms@gmail.com ).

D. Membership Meetings

1. Are held at least quarterly, including an annual membership meeting before June 30 of
each year to elect Board members, set dues and conduct other business.
2. Voting
a. Is in person only.
b. Is by Voting Members only.
c. A quorum is 1/3 of Voting Members.
d. A majority vote is required to take action.

The term “Voting Members” refers only to graduates of an ORMN basic training class
whose dues are current and transfers from other VMN chapters whose ORMN dues
are current.
Administrative (AD) hours may be reported for attending the business portion, if any,
of membership meetings. CE hours may be reported for attending the educational
portion, if any, of membership meetings.

ORMN Operating Handbook March 7, 2018

3

E. Membership Status Changes
1. Membership terminates if a member transfers to another master naturalist chapter.
2. Membership terminates if a member submits a written resignation to the President or
Secretary.
3. If a member fails to pay dues by the deadline, membership terminates as of that date, but
may be re-established by paying dues for the full year.

Members who transfer out, resign, or fail to pay dues on time will not be required to
attend a basic training class in order to re-establish membership, but must pay dues.
4. Membership terminates if a class member fails to complete the requirements for an ORMN
basic training class within one year of the end of the class. That person may submit a new
application for membership and, if accepted, complete the requirements for an ORMN
basic training class. The Recruitment and Selection Committee chair will determine which,
if not all, classes must be taken.
5. If a member is removed for cause, membership terminates and may not be re-established.

When membership terminates, the individual may not volunteer as an ORMN member,
may not accumulate volunteer or CE hours, may not access the VMN-VMS website,
and loses Virginia liability coverage for volunteers.

F. Public Presentations
1. When making public presentations on behalf of ORMN, members should:
a. Provide accurate natural resource information based on generally accepted scientific
consensus.
b. Refrain from engaging in advocacy, lobbying or private promotion of issues, agendas,
and business, political or personal endeavors.
2. All public presentations must be free of charge, but a donation to ORMN may be accepted.
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II. LEADERSHIP

A. Board of Directors
1. COMPOSITION: Nine elected directors plus three ex-officio directors: Chapter Advisor,
Volunteer Management System (VMS) Coordinator, and Immediate Past President.
2. RESPONSIBILITIES OF THE BOARD
a. Ensure effective planning.
• Define chapter priorities annually and establish a plan for implementing them
(Action Plan).
• Approve an annual work plan for each committee.
• Review and act on committee proposals.
b. Ensure an effective organizational structure.
• Periodically review committee responsibilities.
• Add, restructure, combine, or eliminate committees as needed.
c. Monitor and strengthen ORMN’s activities and services.
• Each year, decide whether the chapter will conduct a basic training class and
determine the minimum and maximum number of candidates to be accepted.
• Monitor each committee’s progress, review and act on committee proposals.
• Amend policies and guidelines as appropriate based on recommendations of
committees and input from the membership.
• Review progress on the Action Plan on a regular basis throughout the year.
d. Ensure adequate financial resources.
• Adopt a balanced budget.
• Review budgeted versus actual figures at each Board meeting.
e. Protect assets and provide proper financial oversight.
• Approve the appointment of the Internal Auditor.
• Receive and review the report of the Internal Auditor, making recommended
changes.
• Authorize the purchase of liability insurance as set out in the bylaws.
• Designate signatories on bank accounts as the need arises.
• Establish a policy for the use of a credit card, if appropriate.
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f. Maintain a competent Board.
• Evaluate the Board’s performance annually, through a review of progress on the
Action Plan and an evaluation of whether the Board worked competently and
effectively.
• Include the Action Plan as an attachment to notices of membership meetings.
• Approve the appointment of the chair of the Nominating Committee.
• Let the Nominating Committee know what attributes and qualifications are
needed in new Board members.
• Elect officers from among the directors.
g. Ensure legal and ethical integrity.
• Approve any solicitation of a gift before it is sought.
• Refuse any gift to ORMN that it determines inappropriate.
• Decide what grants will be applied for after reviewing potential obligations.
• Ensure that ORMN refrains from engaging in advocacy, lobbying or private
promotion of issues, agendas, and business or personal endeavors.
h. Enhance the organization's public standing.
3. MEETINGS OF THE BOARD
a. The time and place of meetings will be determined by the Board, and meetings will
be held at least quarterly.
b. A quorum consists of a majority of the elected directors.
c. All directors are entitled to vote.
d. Voting must be in person.
e. The vote of a majority of directors present is required to take any action.
4. ELECTIONS
a. Nominations
• A candidate for the Board must be a certified member of Old Rag Master
Naturalists.
• The process for nominations by the Nominating Committee is described in the
ORMN Bylaws Article VI.F.b.
• Nominations of eligible candidates who have previously consented to being
nominated may also be made from the floor.
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b. Electing directors
• A majority vote of Voting Members will elect members to fill vacancies on the
Board at the annual meeting.
• The Board may fill vacancies during the year.
• A director’s term is three years and directors are limited to two consecutive
terms.
c. Electing officers
• Officers are elected by the Board from among its members.
• Only current members of the Board are eligible to vote.
• An officer’s term is one year and is not subject to term limits.

B. Responsibilities of Individual Directors

1. Stay informed about ORMN’s mission, services, policies, and programs.
2. Be familiar with ORMN bylaws, operating handbook and VMN documents and policies.
3. Maintain certification and regularly report volunteer hours according to the guidelines on
the VMS reporting website.
4. Get to know chapter members and build working relationships that contribute to
consensus.
5. Be prepared for Board meetings.
• Stay informed about Board and committee matters.
• Participate in Board training, planning and evaluation.
• Participate in the development and approval of the annual budget.
6. Attend all Board meetings and participate in discussions.
7. Serve on at least one committee and offer to take on special assignments.

C. Responsibilities of Directors Holding Specific Positions
1. PRESIDENT
a. Leadership
• Exercise leadership in a manner that unifies the ORMN chapter and promotes its
effective functioning.
• Serve as chair of the Board of Directors and convene Board, Executive Committee
and membership meetings.
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•
•
•

Conduct business according to the ORMN bylaws, the ORMN operating handbook
and, where not addressed specifically, Robert’s Rules of Order.
Ensure orientation is provided for new Board members.
Serve as Chair of the Executive Committee.

b. Meetings
• Work with the Secretary to develop meeting agendas.
• Conduct meetings in an impartial manner, refrain from participating in debate
and vote only when there is a tie.
• Prior to any membership vote, announce who is eligible to vote.
• Oversee the development of the annual Action Plan and appoint a facilitator for
the Action Plan meeting.
c. Committee appointments
• Annually appoint a member to chair each standing committee.
• Appoint a chair and members of ad hoc committees as needed.
• Serve as an ex officio member of all committees except the Nominating and Audit
Committees.
• Appoint the chair of the Nominating Committee subject to the approval of the
Board.
d. Administration
• Has the authority to sign all legal documents, grant applications and memoranda
of understanding that are approved by the Board.
• Subject to the approval of the Board, appoint a non-Board member to be the
Internal Auditor to conduct an annual audit of ORMN’s financial records.
• Review and submit ORMN’s annual report to VMN.
• Is authorized to sign ORMN payments of money when the amount and payee are
filled in.
• Decide whether to waive a member’s dues for the next year based on a hardship
request, and advise that member and the Treasurer of the waiver.
• Decide whether to provide tuition assistance to applicants requesting it, and
advise the Recruitment and Selection Committee and the Treasurer of the
decision.
• Conduct official correspondence and provide originals, or copies if appropriate, to
the Secretary.
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2. VICE PRESIDENT
a. Assist the President in his or her duties and perform other duties as assigned by the
President.
b. Chair meetings in the President’s absence or when the President relinquishes the
chair for debate.
c. Assume the duties of the President in the absence of the President.
d. Assess the need to update ORMN’s bylaws and operating handbook and recommend
changes, if any, to the Board.
e. Monitor the implementation of the Action Plan and update the Board on a regular
basis.
f. Prepare an organizational timeline annually for Board and chapter reference.
g. Serve on the Executive Committee.

3. IMMEDIATE PAST PRESIDENT
a. Assist the President.
b. Provide continuity from the prior Board.
c. Serve on the Executive Committee.
4. SECRETARY
a. Meetings
• At least 30 days prior to each membership meeting, give notice as required by the
ORMN bylaws [Attachment 5].
• At least 10 days prior to each Board meeting, give notice as required by the ORMN
bylaws [Attachment 3].
• Advise the President of any unfinished business to be included in the agenda for
each upcoming meeting.
• Take to each meeting the ORMN bylaws, the ORMN operating handbook and past
minutes.
• Advise the President of the existence of a quorum at each meeting using a current
list of Voting Members.
b. Administration
• Record the actions and significant discussions of the meetings and prepare draft
minutes.
• Furnish draft minutes of Board meetings to directors for review and comment, and
once approved, ensure they are posted on the website.
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•
•
•
•
•
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Furnish draft minutes of member meetings to the membership, and once
approved, ensure they are posted on the website.
Maintain a record of all official correspondence.
Maintain a confidential file of basic training applications.
Incorporate Board-approved changes into the ORMN operating handbook.
Ensure that current copies of all official ORMN documents are posted on the
ORMN website.
Work with the VMS coordinator to compile the annual report and then submit it to
the President.
Send notice of any changes in Board composition to the VMN office when they
occur.
Serve on the Executive Committee.

5. TREASURER
a. Budget and financial reporting
• Chair the Finance Committee.
• Prepare a draft balanced budget, review it with the Finance Committee and
present it to the Board for review and approval at a meeting prior to the annual
meeting [format in Attachment 7].
• After Board approval, transmit the budget to the Secretary for inclusion with the
Notice of the Annual Meeting.
• Ensure the approved budget is posted on the ORMN website.
• Maintain budget and financial records.
• Provide a financial report, including budgeted and actual figures, to the Board at
each business meeting and to the membership at the annual meeting.
• Ensure the Treasurer’s Reports are posted on the ORMN website.
• Present the financial records to the Finance Committee for review within 60 days
of the last day of the fiscal year.
• After review by the Finance Committee, present the financial records to the
Internal Auditor.
b. Banking
• Receive all dues and monies for ORMN and maintain them in an ORMN bank
account in an FDIC-approved institution.
• With the approval of the Board, transfer funds into and out of a certificate of
deposit or savings account at an FDIC approved institution.
• Sign all authorized ORMN payments of money, but only if the amount and payee
are filled in.
• Pay all bills for budgeted items upon receipt of a signed Request for
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Reimbursement form (or all the information requested on that form, in writing)
along with a sales receipt or its equivalent [Attachment 9].
c. Administration
• By November 1, notify the membership about dues, including the information
required by the ORMN bylaws [Attachment 10].
• By January 15, give the Board and the VMS Coordinator the name of any person
whose membership has lapsed because of non-payment of dues.
• By January 15, send a notice to each member who has not paid dues setting out
the consequences of non-payment. [Attachment 11]
• File Form 990-N with the Internal Revenue Service annually and pay the renewal
fee.
• Pay the renewal fee each year to the Virginia State Corporation Commission.
• Submit all other financial records, income tax returns, W-9’s and audits as required
by law or contract.
• Serve on the Executive Committee.
6. CHAPTER ADVISOR
a. Provide advice and recommendations to the Board.
b. Keep the Board up to date on changes to state policy.
7. VMN-VMS COORDINATOR
a. Provide data from the VMN-VMS to the Board.
b. Work with the Secretary to compile the Annual Report.
c. Inform the President by the first Board meeting of the year or by January 15, whichever
comes first, if any Board members did not become re-certified or did not pay dues as of
December 31 of the preceding year.

III. ADMINISTRATIVE COMMITTEES

Administrative Committees are those whose members are either appointed or
approved by the Board and who provide administrative support to the chapter.
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A. EXECUTIVE COMMITTEE
PURPOSE: To act on behalf of the Board of Directors when the Board is not in session.
COMPOSITION: The President, Vice President, Secretary, Treasurer, and Immediate Past President.
1. The specific authority of the Executive Committee is described in the ORMN Bylaws, Article
IX.B.
2. Meetings
a. May be held in person or remotely.
b. Participation of a majority of the members constitutes a quorum.
c. Action may be taken by majority vote of the members participating.
d. The presiding officer will report any action to the Board immediately.

B. NOMINATING COMMITTEE
PURPOSE: To search for and present qualified candidates for each open seat on the Board of
Directors and for each vacant office.
COMPOSITION: Chair appointed by the President and approved by the Board and four members
chosen by the chair.
To the extent possible, different classes will be represented on the Nominating
Committee. The President may not be a member of the Nominating Committee.
RESPONSIBILITIES:
1. Nominate at least one candidate for each vacant seat on the Board and for each vacant
office.
2. Have the chair preside over the first Board meeting after the election of directors until a
President has been elected.

Directors whose terms are about to expire and who are eligible for another term
will, if they desire, be considered along with other candidates for nomination to
serve another term.
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C. FINANCE COMMITTEE
PURPOSE: To assist the Treasurer in managing the finances of the chapter.
COMPOSITION: The Treasurer, who chairs the committee; the President, and Vice President.
RESPONSIBILITIES:
1. Receive and review budget requests for inclusion in the annual budget.
2. Assist the Treasurer in the development of the annual budget.
3. Review the financial records of ORMN annually before submitting them to the Internal
Auditor.

D. INTERNAL AUDIT COMMITTEE

PURPOSE: To conduct an annual audit of the chapter.
COMPOSITION: Chaired by a non-Board member of ORMN who is appointed Auditor by the
president by June 1 of each year, and approved by the Board. The Auditor may appoint other
members to assist with auditing tasks. Neither the Auditor nor those appointed by the Auditor
may be members of the Board.
RESPONSIBILITIES:
1. Conduct an annual audit of ORMN’s finances within 90 days of the close of the fiscal
year.
2. Make a written report of findings and recommendations to the Board.

E. VOLUNTEER MANAGEMENT SYSTEM (VMS) COMMITTEE
PURPOSE: To manage the ORMN portion of the Virginia Master Naturalist Volunteer
Management System.
COMPOSITION: Chaired by the VMS Coordinator who is appointed by the president as an ex-officio
member of the Board and approved by the Board. The VMS Coordinator may appoint other
members to assist with database tasks.
RESPONSIBILITIES:
1. Administer the ORMN portion of the Virginia Master Naturalist-Volunteer Management
System (VMN-VMS).
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2. Assist the VMS Coordinator as appropriate.
3. Assist ORMN members with use of the VMN-VMS.
4. Check for new certifications and milestones before each membership meeting and
inform the Member Services Committee of results.
5. Order pins for members reaching milestones and certificates for members being certified
for the first time from the VMN office as specified in the VMN Volunteer Handbook and
Policy Guidelines.
6. Work with the Secretary to create the ORMN Annual Report for the VMN.

First time certification and milestone recognition items are ordered by the Volunteer
Management System Committee and received and distributed by the Member
Services Committee.

IV. PROGRAM COMMITTEES

Program committees are those whose membership is open to the entire chapter, and
who work with the public and other entities to make it possible for ORMN volunteers
to do their work in the community.

ALL PROGRAM COMMITTEES:
1. Are composed of chapter volunteers with a chair appointed by the President. The
President serves as an ex officio member of all program committees.
2. Re-form each July 1.
3. Set annual goals in support of chapter priorities and work toward achievement of those
goals.
4. Submit an annual work plan at the beginning of the fiscal year for Board approval, and
bring to the Board any proposed major changes in direction or activities during the year.
5. Submit a detailed budget request for Board approval by late April.
6. Establish relationships and coordinate with other committees as appropriate.
7. Meetings may be conducted in person or remotely, so long as all members entitled to
attend have access to appropriate technology.
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8. Committee chairs ensure committee meetings and sponsored events are posted
to the ORMN calendar.
9. Committee chairs ensure that all committee members report hours in the
appropriate format.
To request reimbursement for budgeted expenses, committees should submit the
Request for Reimbursement form (or all the information requested on that form, in
writing) to the Treasurer. [Attachment 9]
Unexpected non-budgeted expenditures must be approved by the Board or the
Executive Committee before they are incurred.

A. BASIC TRAINING COMMITTEE
PURPOSE: To provide the chapter with a group of qualified volunteers to assist in carrying
out the ORMN mission.
RESPONSIBILITY: To organize and run classes for new chapter recruits.
1. Recommend to the Board when to hold a basic training class.
2. When the Board votes to hold a basic training class:
a. Solicit input from the Board for the basic training curriculum.
b. Develop and recommend to the Board a schedule and a detailed curriculum focused
on biodiversity and the regional ecosystems, and backed by scientific consensus.
c. Recommend class tuition to the Board.
d. Implement the curriculum and schedule adopted by the Board:
• Select and schedule all presenters.
• Work with the Meetings and Logistics Committee to determine the location and
other needs of the basic training class.
• Acquire and/or prepare all basic training class materials.
• Submit the class manual to the External Communications Committee for printing
by the Virginia Department of Corrections.
• Ensure that the schedule, class topics, and the names of presenters are posted on
the public portion of ORMN’s website as soon as the information becomes
available.
• Ensure that basic training class materials are posted on the Member portion of
ORMN’s website as soon as the information becomes available.
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•
•
•
•
•

Send a copy of the basic training class schedule to the VMN state office.
Oversee the ongoing basic training program through graduation.
Assist the Member Services Committee as needed in setting up the mentor
program.
Have all class members sign the required liability form and return the
forms to the Member Services Committee.
Ensure that Board-approved graduation requirements are met.
.
BASIC TRAINING GRADUATION REQUIREMENTS

v Trainees must attend all basic training classes and field trips. Two classes and one
field trip may be missed and made up within one year of the end of the class, with
alternate events approved by the chair of the Basic Training Committee.
v Trainees must complete a minimum of 40 hours of basic training, including field
trips.
v Trainees must pass a two-part assessment following the state guidelines outlined
in the most recent VMN Volunteer Handbook.

e. Tell the VMS Committee which members of the class have satisfied the basic training
requirements.
f. Order Certificates of Completion from the VMN office according to VMN Volunteer
Handbook Procedures.

A participant may withdraw from basic training and receive a full refund no later than
the conclusion of the first basic training session. All instructional materials must be
returned before the Treasurer will process the refund.
Tuition will not be refunded if a participant withdraws from basic training after the
first classroom session.

g. Evaluate the basic training program annually, based on input from class members and
the Basic Training Committee, and present results to the Board with
recommendations for improvement.
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B. CONTINUING EDUCATION COMMITTEE
PURPOSE: To provide opportunities for ORMN members to expand their knowledge and
skills.
RESPONSIBILITY: To manage all continuing education events for the chapter.
1. Plan continuing education programs for membership meetings.
2. Plan field trips and other continuing education opportunities for the membership.
3. Respond to questions from chapter members regarding eligibility of a program for CE
credit.
4. Let ORMN members know of continuing education opportunities.
5. Ensure that continuing education opportunities are posted on the chapter website.
6. Provide honoraria and/or gifts for guest speakers.

C. ONLINE COMMUNICATIONS COMMITTEE
PURPOSE: To provide chapter members with readily accessible information about the
activities of ORMN.
RESPONSIBILITY: To manage all internet platforms for the chapter.
1. Manage all ORMN online communication systems including the chapter website,
Facebook page, blog, and Google Group.
2. Determine who, if anyone, outside the Online Communications Committee may post to
the website.
3. Create and maintain written instructions on website posting.
4. Either post or ensure that appropriate information and documents are posted to the
website.
5. Assigns a point of contact for each online platform.

D. EXTERNAL COMMUNICATIONS COMMITTEE
PURPOSE: To expand the public’s knowledge of natural resource conservation in Virginia
by presenting education opportunities to the public and highlighting chapter activities.
RESPONSIBILITY: To manage all outreach and public relations for the chapter.
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1. Maintain consistency and accuracy in ORMN publications.
a. Manage all print communications and chapter publicity.
b. Draft press releases for ORMN events and activities as well as articles, brochures
and flyers, and submit to the media, making certain they contain nondiscrimination and ADA language as required [Attachment 16].
c. Establish and maintain relationships with general distribution media outlets in
each county.
d. Publicize basic training classes.
e. Collect news about ORMN & VMN for future publicity.
f. Serve as repository of photographs of ORMN activities.
g. Design and order signs for chapter events, if needed.
h. Serve as sole chapter access to Virginia Department of Corrections printing.
2. Promote public support for the conservation of natural resources.
a. Organize public education events.
b. Develop and maintain a Speakers’ Bureau of ORMN members available to give
presentations to the public.

E. MEETINGS AND LOGISTICS COMMITTEE
PURPOSE: To ensure that the chapter has access to appropriate venues and resources for
all ORMN activities.
RESPONSIBILITY: To coordinate all facilities and equipment needs of the chapter.
1. Make arrangements for locations for membership meetings, Board meetings, and other
chapter events as requested.
Committees are responsible for finding venues for their meetings.
2. Create and maintain a list of potential venues in each county for Board, membership and
committee meetings, including information on capacity, accessibility, amenities, screen,
internet access, cost, contact person, how soon in advance reservations need to be
made, etc.
3. Ensure all equipment and facilities needs are met (projector, screens, port-a-potties, wifi, etc.)
4. Coordinate the provision of refreshments at membership meetings.
5. Ensure that meeting dates and locations are posted on the chapter website calendar.
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6. Maintain an inventory of ORMN property (including recording equipment, camera,
projector, screen, first aid kits, signs, display boards, tents, tables) and arrange for its
storage and security.

F. MEMBER SERVICES COMMITTEE
PURPOSE: To provide support to trainees and members in order to encourage participation
in the work of the chapter.
RESPONSIBILITY: To provide support services for the membership.
1. Administrative support
a. Manage the ORMN mentor program (see text box on following page)
i.
Provide each student in a basic training class (mentee) with access to an
experienced ORMN member (mentor) who is committed to assisting and
supporting that student.
ii.
Solicit volunteers to be mentors and determine the best criteria for pairing
mentors and mentees, based on information collected from both parties.
b. Order, receive and distribute VMN name badges according to the VMN Volunteer
Handbook and Policy Guidelines.
c. Announce new certifications and milestones at membership meetings.
d. Receive and distribute State certificates recognizing first-time certifications,
milestone pins and recertification pins.

First time certification, milestone and re-certification recognition items are ordered by
the VMS Committee and received and distributed by the Member Services
Committee.

e. Order, receive, and distribute chapter clothing orders.
f. Manage the transfer of members to and from other Master Naturalist chapters
according to the VMN Volunteer Handbook and Policy Guidelines.
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EXPECTATIONS OF MENTORS
A mentor must:
• Be certified.
• Initiate contact with his or her mentee before the first basic training class.
• Attend at least the first class and ideally more.
• Be available to provide guidance, information and encouragement to his or her
mentee beginning the first day of the class through the mentee’s initial
certification.
• Provide assistance, if needed, with the mentee’s class presentation.
• Be available to help the mentee find projects to volunteer on and if possible, work
with the mentee on at least one project.
• Be able to use the VMN-VMS properly and be available to help the mentee use the
system if needed.
• To the extent possible, maintain a long term relationship with the mentee to
provide support and encourage participation in the work of the chapter.

2.

Sustaining interest
a. Assess member participation and recommend to the Board ways to encourage
participation.
b. Recommend to the Board ways to recognize ORMN members and others for their
contributions to the achievement of ORMN’s mission.

G. RECRUITMENT AND SELECTION COMMITTEE
PURPOSE: To ensure that there is an adequate pool of applicants for ORMN’s basic training
class.
RESPONSIBILITY: To find and recruit new candidates for membership.
1. Recruitment
a. Devise and implement a recruitment plan that strives to increase diversity,
emphasizing volunteer expectations and the ORMN mission in recruitment materials.
b. Coordinate all aspects of the recruitment and selection of each new training class.
c. Identify member recruitment opportunities, and staff those events.
d. Maintain the ORMN display board.
e. Respond to inquiries about the chapter and its activities.
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3. Application process
a. Use an application form that includes the most up to date VMN Volunteer Enrollment
Agreement (download from VMN website annually) as well as ORMN’s supplemental
application [Attachment 1].
b. Receive and acknowledge basic training applications [Attachment 2].
c. Ensure that all applications are fully completed prior to consideration.
d. Seek to enhance the demographic diversity of ORMN in the selection process.
e. Accept and refer scholarship requests to the president.

Applicants between the ages of 14 and 17 may be accepted if they qualify and will be
accompanied to all classes and field trips by a responsible adult. That adult must also
apply and be accepted.

f. Review applications, contact references, and accept members into the basic training
class according to the following selection criteria:
• An applicant must have the ability to attend the minimum required number of
scheduled classes and field trips.
• An applicant must be available to take part in ORMN volunteer projects.
• An applicant must have the potential to be a positive addition to the chapter.
In its evaluation of candidates who meet the above criteria, the Recruitment and
Selection Committee will consider other qualities, including but not limited to
enthusiasm for the VMN program and volunteerism in general, and a commitment to
and interest in natural resource conservation. The Recruitment and Selection
Committee will determine the most reasonable and effective method of implementing
the selection criteria.

g. Advise applicants of their status.

The ORMN Recruitment and Selection Committee must maintain strict confidentiality
in the selection process, and ensure the privacy of each applicant.
4. Administration
ORMN Operating Handbook March 7, 2018

21

a. Get current signed liability forms from the Basic Training Committee and file them
with the applicant’s other documents.
b. Transfer all confidential documents, including hard copies of the completed VMN
Enrollment Form, to the Secretary for secure safekeeping.
c. Deliver copies of the supplemental portion of the basic training application to the
Member Services Committee.
d. Document “All Reasonable Efforts” for civil rights requirements.

H. PROJECTS COMMITTEE
PURPOSE: To ensure that ORMN members have access to volunteer opportunities which
meet chapter criteria.
RESPONSIBILITY: To approve projects and supply information about chapter volunteer
opportunities.
1. Implement the project approval criteria, procedures and forms adopted by the Board.
[Attachments 12, 13, 14 & 15]
2. Notify the VMS Coordinator of newly-approved projects.
3. Ensure that approved projects are listed on the ORMN website.
4. Ensure that ORMN members are notified of newly-approved projects.
5. Coordinate with project contacts to ensure that the project information on the ORMN
website is accurate.
6. Serve as the point of contact for approved projects without an individual contact.
7. Periodically determine whether volunteer participation on any project is sufficient to
warrant keeping it on the active project list.

I. OTHER STANDING COMMITTEES

The Board may establish other standing committees sufficient to conduct the business of the
organization.
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V. AD HOC COMMITTEES
The President or the Board may designate ad hoc committees as needed.

VI. AMENDMENTS AND WAIVER OF PROVISIONS OF THIS OPERATING
HANDBOOK
Provisions of the operating handbook may be amended or waived by the Board by majority vote
at any meeting as long as a written copy of the proposed amendment or waiver has been sent to
the Board with the proposed agenda at least ten days before the meeting.
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ATTACHMENT 1
ORMN SUPPLEMENT TO VMN ENROLLMENT FORM
INTERESTS & EXPERIENCES
Certification as a Master Naturalist requires 40 hours of volunteer service. Below are some of the
ways those hours may be earned. Please indicate your interests below (we realize your interests may
change).
1. Are you interested in Public Education/Outreach opportunities?
Yes
Maybe
No
No Idea (e.g. Classroom presentations, staffing a booth, leading nature
walks)
2. Are you interested in Citizen Science opportunities?
Yes
(e.g. Stream monitoring, plant or bird surveys, butterfly counts)

Maybe

No

No Idea

3. Are you interested in Stewardship opportunities?
Yes
Maybe
(e.g. Invasive species removal, stream cleanups, native plant rescues)

No

No Idea

4. Are you interested in Leadership opportunities?
Yes
Maybe
(e.g. Committees, Board of Directors, helping to organize projects)

No

No Idea

5. When are you available to volunteer and participate in VMN activities? (days of the week, time of
day, etc.)
6. Tell us about your previous volunteer experience. (use back if necessary)

7. Is there a particular topic that you are interested in or knowledgeable about, and/or do you have
experience or education in a natural science or environmental field? (use back if necessary)

8. Do you have any hobbies related to master naturalist subjects, e.g., birding, hiking, mushroom
hunting, butterfly or bird watching, etc.? (use back if necessary)
9. How did you find out about the Virginia Master Naturalist program? Do you know any Master
Naturalists?

10. What skills or talents do you possess that you’d be willing to share with our chapter? (e.g.
writing, editing, web design, database management, public relations, grant writing, accounting,
carpentry, graphic arts, etc.)

ATTACHMENT 2
SUGGESTED RESPONSES TO APPLICANTS FOR BASIC TRAINING

When the application is received:
Hello! Thank you for applying for the Old Rag Master Naturalist basic training class to be held
(dates). We will be reviewing all the applications as soon as the deadline for applying has passed
(date). You may receive a phone call from us requesting more information, and we will let you
know as soon as possible whether your application has been accepted.
Sincerely (whomever)

To rejected applicants:
Hello – we are sorry to tell you that we are unable to accept your application to the Old Rag
Master Naturalist basic training class for (year). We had more applications than space, and the
decision was a difficult one. Please let us know if you would like to be put on a list to receive
information about the next class.
Thank you for your interest.
Sincerely (whomever)

ATTACHMENT 3
SAMPLE FORMAT FOR BOARD MEETING NOTICE FROM SECRETARY
(This information is essential; provide additional information as appropriate)

Date: (at least 10 days prior to meeting)
To: ORMN Board of Directors and ORMN members
From: _____________________, ORMN Secretary
The next meeting of the Board of Directors is (date), (time), (place).
Attached are: proposed agenda, treasurer’s report, minutes to be approved.
Also attached are committee proposals or other action to be voted upon by the Board.

ATTACHMENT 4

SAMPLE DRAFT AGENDA FOR BOARD MEETINGS
Old Rag Master Naturalists
Board of Directors’ Meeting
Date
Time
Location
DRAFT AGENDA
I.
II.
III.
IV.
V.
VI.
VII.
VIII.
IX.
X.
XI.

Call to Order
Approval of Agenda
Approval of Minutes
Treasurer’s Report (Financial Statement)
President’s Report
Secretary’s Report
Committee reports – be specific, include standing and ad hoc committees
Specify any action to be taken by the board under each committee listed
Action plan progress
Old Business
New Business
Adjourn

ATTACHMENT 5

SAMPLE FORMAT FOR MEMBERS’ MEETING NOTICE FROM SECRETARY
(This information is essential; provide anything else as appropriate).
Date: (at least 30 days prior to meeting)
To: ORMN Members
From: _________________________, ORMN Secretary
The next membership meeting is (date), (time), (place).
(If appropriate) Attached is a copy of ______________ to be voted upon by the members.
If this is the annual meeting, list and attach:
•
•
•

Report of Nominating Committee
Copy of budget approved by Board
Amount of dues proposed by Board

(If appropriate) The program for the meeting is….

ATTACHMENT 6
SAMPLE TEMPLATE – MEMBERSHIP MEETING AGENDA/PROGRAM
Old Rag Master Naturalists
Membership Meeting
date
time
location
Program
I.
II.
III.
IV.

V.
VI.
VII.

Welcome and call to order
President’s report
Financial Report - Treasurer
Committee reports (specify) if useful/appropriate
Specify any actions to be taken, such as election of board members, setting dues
for the year, adopting policies, etc.
Certifications and milestones
Announcements
Adjourn business meeting

Speaker (place wherever it works)

ATTACHMENT 7

ATTACHMENT 8

WHAT TO INCLUDE IN THE MINUTES
Date, location and time meeting called to order, as well as by whom.
Board members present
Others present
Board members absent
A brief summary of all actions, including approval of previous minutes, financial statement, etc.
Record of all actions, including vote totals if not unanimous and names of those who abstained.
A brief summary of significant discussions. Highlight assignments, if possible.
Time meeting adjourned.

ATTACHMENT 9
ORMN REQUEST FOR REIMBURSEMENT
Please submit this form (or a written request containing all the information on the form) to the
Treasurer.

Date:________________________________
Submitted by:_________________________
Name:_____________________________________________________________
Address:____________________________________________________________
____________________________________________________________
Committee:_____________________________
Budgeted category (line item)

Description

Sales receipts (or equivalent) are attached.

Amount

ATTACHMENT 10
TEMPLATE FOR ORMN DUES NOTICE
Date: November 1, ____________________
From: __________________________, ORMN Treasurer
Dear ORMN Members,
At the annual membership meeting dues for the next year were set at $_________. This amount
is due by December 1, ______.
If payment of your dues would be a hardship, please contact ORMN’s President (name and
contact info) by November 15.
The ORMN Bylaws require that I let you know that the following will occur if you do not pay
your dues on time: your ORMN membership lapses, you may not volunteer as an ORMN
member, you may not earn volunteer service hours for credit or earn continuing education credit,
and you are not covered by Virginia’s liability insurance for Master Naturalist volunteers.
Please keep your membership current by sending $________, payable to ORMN, to
_______________________________________________.
Thank you for your service as an Old Rag Master Naturalist.

ATTACHMENT 11
TEMPLATE FOR DELINQUENT DUES NOTICE
Date: January 15, _______________
From: _________________________, ORMN Treasurer
Dear __________________________,
We did not receive payment of your dues for this year by the due date. Unfortunately, as a result
your ORMN membership has lapsed. This means that as of January 1 you may not volunteer as
an ORMN member, you may not earn or accumulate volunteer service hours or continuing
education credit and you are not covered by the state’s liability insurance.
If you overlooked payment, you may re-establish your membership in ORMN by paying the full
amount of this year’s dues. Send $ ______ payable to ORMN, to
________________________________________________________________.
If payment is a hardship, please contact ORMN’s President (name and contact information) and
request a waiver. Once you have either paid your dues or been notified that your request for a
waiver has been granted, you will be re-instated as a member. At that point, volunteer service
hours and continuing education hours may be earned for credit and coverage of the State’s
liability insurance will be in effect for your participation in approved projects.
Please contact me if you have any questions. Thank you for your volunteer service as an Old Rag
Master Naturalist, and we hope you will rejoin us.

ATTACHMENT 12
ORMN PROJECTS
A. ORMN Volunteer Service Types
Citizen Science (CS) Volunteer Service:
o Includes monitoring, inventorying, collecting and reporting data to support
research. The activities may be a part of a national effort, statewide project or be
specific to a local organization.
o The data collected must be reported to an entity that utilizes or provides the
data for research in order for the volunteer service to be approved.
o May be performed anywhere in Virginia.
o Includes time spent in the preparation and management of the volunteer service
and in traveling to and from the volunteer service location.
o Examples: Project FeederWatch, NABA butterfly counts, Wildlife Mapping,
FrogWatch, Virginia Working Landscapes.
Education (ED) Volunteer Service:
o Includes educating the public - kindergarten-age children to adults - about
natural resources and their conservation.
o Includes interpretive programs or educational presentations to the public or
accessible to the public, such as 4-H, garden clubs and public school groups, even
If the educational event requires payment of a reasonable registration fee to the
organization sponsoring the event.
o May be performed anywhere in Virginia.
o Includes time spent in the preparation and management of the volunteer service
and in traveling to and from the volunteer service location.
o Examples: Envirothon, Working Woods Walk, staffing Byrd Visitors Center
Information Desk, the Socrates Project, Rappahannock 4-H Day Camp Creeks and
Critters.
Stewardship (ST) Volunteer Service:
o Includes hands-on service intended to improve habitat and other natural
resources, such as removing invasive plants, restoring or installing native habitat,
or service intended to improve the ability of the public to access these resources,
such as building or maintaining trails.

o May be performed anywhere in Virginia, but stewardship service on private
property does not qualify for ORMN credit unless it is performed in conjunction
with an organization that promotes the conservation of natural resources.
o Includes time spent in the preparation and management of the volunteer service
and in traveling to and from the volunteer service location.
o Examples: Old Rag Summit Restoration, Buck Hollow Invasive Plant Removal,
Adopt an Outcrop, Thumb Run Habitat Restoration.
Administration:
o Does not need Projects Committee approval.
o Includes efforts spent on leading the chapter, such as being on ORMN
committees and the Board of Directors, mentoring, attending membership
business meetings, and participating in any other activities that maintain and
support the effectiveness of the chapter and the statewide program.
o Includes time spent in the preparation and management of administration
activities and in traveling to and from the administration activity.
o No limit to the number of hours of Administration as long as the ORMN member
volunteers with at least one CS, ED, or ST project.
Ø All ORMN members are encouraged to participate in the administration activities
of the chapter.
B. Current Approved Projects and Activities
Projects and activities that qualify for ORMN volunteer service credit are listed on the
ORMN website (https://www.oldragmasternaturalists.org/) and the VMN-VMS
reporting website (https://virginiamn.volunteersystem.org/).
C. To Propose New CS, ED, ST Volunteer Service Not Listed
Any CS, ED and ST volunteer service must be approved by the ORMN Projects
Committee before an ORMN member can perform the volunteer service for credit.
Projects implemented without this prior and specific approval are not considered
Master Naturalist activities, service may not be reported for ORMN credit and the
actions of the ORMN member will not be protected by the state’s liability coverage.
Ø To request approval for volunteer service not listed on the ORMN website, an
ORMN member should
o Review ORMN Project Approval Guidelines and Responsibilities of ORMN
Project Contact/Activity Contacts

o Submit a completed ORMN Project Proposal Form to the ORMN Projects
Committee.
If the proposed volunteer service is approved, it will be added to the ORMN website and
the VMN-VMS website.
D. Loss of Volunteer Service Approval
The ORMN Projects Committee will remove volunteer service from the list of approved
projects when
o
o
o
o
o

There is a material change from the volunteer service as approved.
If the ORMN contact requests it.
If the project has been completed.
If it was a one-time event not likely to be repeated in its original form.
There may be other reasons that cause the Projects Committee to remove the
volunteer service from “approved” status. Lack of volunteers does not
automatically cause a the volunteer service to be removed from the list of
approved projects.

ATTACHMENT 13
ORMN PROJECT APPROVAL GUIDELINES

Question 1.

Question 2.

Is the volunteer service to be performed within the Commonwealth □ yes
of Virginia?
□ no
IF YES, CONTINUE TO QUESTION 2
IF NO, THE PROJECT/ACTIVITY CANNOT BE
APPROVED
Does the volunteer service support the ORMN mission?
□ yes
The mission of ORMN is to develop a corps of volunteers who understand
□ no
biodiversity and our regional ecosystem and who help Virginia conserve and
manage its natural resources by educating the public, collecting data for
scientific purposes, and providing volunteer service to organizations and
entities promoting the conservation of natural resources.
.

IF YES, CONTINUE TO QUESTION 3
IF NO, THE PROJECT/ACTIVITY CANNOT BE
APPROVED
Question 3.

a.
Is the volunteer service
1) on or for public lands?
OR
2) overseen by a state or other governmental agency? OR
3) overseen by a public organization?
OR
4) overseen by an institution of higher learning?
OR
5) overseen by a private not-for-profit organization that includes
natural resource conservation or environmental education in
its mission?

□ yes
□ no

IF THE ANSWER TO ANY OF THESE QUESTIONS
IS YES, THE PROJECTS COMMITTEE WILL
PROCEED WITH PROJECT EVALUATION
IF THE ANSWER TO ANY OF THESE QUESTIONS
IS NO, CONTINUE TO 3 -b
b. is the volunteer service
□ yes
1)
For a project with a private entity, such as a private school,
□ no
AND
2)
is ORMN willing and able to perform the same volunteer
service for any other similar private entity that may request it?

IF THE ANSWER TO THESE QUESTIONS IS YES,
THE PROJECTS COMMITTEE WILL PROCEED
WITH PROJECT EVALUAITON

ATTACHMENT 14
OLD RAG MASTER NATURALIST PROGRAM
PROJECT PROPOSAL FORM
ORMN members, please review the following documents: 1) ORMN Projects, 2) Responsibilities
of ORMN Project/Activity Contact and 3) ORMN Project Approval Guidelines before submitting
this Project Proposal Form.
Projects and activities implemented without approval are not considered Master
Naturalist activities, do not count towards volunteer service hours, may not be accumulated or
reported on VMN-VMS and do not carry the liability shield.
Contact the ORMN Projects Committee chair if you have any questions.
A. Project Name (may be modified by Projects Committee):
Submitted By:
Phone and Email Contact:
You will automatically become the ORMN Contact if the proposal is approved.
B. Organization Information
What organization coordinates or utilizes the volunteer service being proposed for approval?
If the organization is not a VMN sponsor, describe the organization, its background and goals
and how the organization relates to managing, conserving or educating the public about
Virginia’s natural resources. Include the organization’s website address and physical access.
(You may omit the answer to this section if you are proposing an activity with an organization
already on the ORMN Project List.)
Who within the organization supervises the volunteer service?
Include Contact information.
C. Project/Activity Information:
What type of volunteer service is involved? (Education. Citizen Science or Stewardship?)
Please answer the following questions for each type (ED, CD, ST) of volunteer service that will be
performed, (Expand the sections by entering text or attach additional pages, as necessary.)
1. What is the Project’s purpose and how will this project contribute to natural resource
management, conservation, or education?
2. Describe the project generally.
3. If there is a primary location for the project activities, give the E911 address and directions
from commonly known location. A Google Map link would be great.

4. If there is no primary location, described how the locations are determined and within what
political subdivision and geographical area (what watershed, for example).
5. What specifically will volunteers being doing? (Treat this like a Job Description).
6. Other than possible exposure to heat, cold, dampness, rain, sun, ticks, poison ivy, snakes &
insect bites and stings, what physical requirements and safety hazards are involved (include
footing, terrain and average distance)?
7. Are there any special requirements, such as lifting ability, payment of entrance fees?
8. Is prior experience required or preferred?
If yes, describe.
9. Is training required?
If yes, how will it be provided and supervised?
10. How long will the project or activity continue? For example, unlimited years, or if limited,
describe.
11. What commitment of time will the volunteer need to make? Include frequency, duration,
season.
12. What resources will the volunteer be provided?
14. What resources will the volunteer need to provide?
15. What non-financial support will ORMN be asked to provide? (ORMN does not provide
financial support for volunteer service opportunities.)
16. Are minors involved?
YES
NO
If yes,
- what age range may be included (approval is generally limited to school
age)?
- in what way will adult leaders of the organization listed above participate?
Ø all volunteers must be review the VMN Above Suspicion policy
Additional information you think the Projects Committee may find helpful in its review of this
proposal:

For Projects Committee Only: Project approved?

YES/NO Date of approval:

ATTACHMENT 15
RESPONSIBILITIES OF ORMN PROJECT/ACTIVITY CONTACT
As an ORMN Project/Activity Contact, you improve the likelihood that the project/activity
accomplishes its purpose when you maintain contact
Ø with the organization with which the volunteer service is performed,
Ø with ORMN members and
Ø with the ORMN Projects Committee.
With the organization with which volunteer service is performed
o request to be on any distribution list for future activities.
o advise the organization’s volunteer contact that you are the ORMN contact and
coordinate when appropriate.
With ORMN members
o answer their questions about the project or activity and encourage or facilitate
their involvement.
o introduce the project or activity at a membership meeting.
o tell them whenever a volunteer service opportunity is scheduled, that it is
approved for ORMN credit, what is involved (refer them to ORMN website for
additional details) and how to accurately report their hours.
o up-date them at meetings and through other communications.
o advise them of newly-approved activities with existing projects and, if
appropriate, utilize ORMN members as Activity Contacts for the newly-approved
activities.
o participate in Projects Fairs.
With the ORMN Projects Committee
o help it prepare the project description for the ORMN website.
o advise it of any change in existing activities and provide additional up-to-date
information as necessary.
o submit a supplemental Project Proposal Form for any new activities with an
existing project that you learn about 1) from the organization’s contact or its
distribution list or 2) from an ORMN member.
o advise it 1) when lack of volunteers inhibits meaningful progress 2) if the project
should be removed from the list of approved projects/activities or 3) when the
project has been completed.
o advise it if you should be replaced as Project or Activity Contact, and recommend
your replacement.

ATTACHMENT 16

WRITING AN ORMN PRESS RELEASE
Follow the format below – it’s what the media is used to seeing, and will make it more likely
that your information will be published. There are also some general elements that will make
your work look more professional:
•
•
•
•
•
•
•
•
•

Keep total length under 2 pages, or 400-500 words
Avoid using “I”, “we”, or “you”
Use a standard font, like Times New Roman or Calibri
Bold your header and italicize your subheader
Use 1” margins on white paper
Double space
At the bottom of the first page put -more –
At the end put ###. This means it’s the end!
PROOFREAD, PROOFREAD, PROOFREAD!!!

Remember that editors like it best when they don’t have to work, and that they may not have
the space to run your entire release (and they are not likely to write their own story about it). If
they have to cut it, they will cut from the bottom up. This means that the most important
information should in the first paragraph, less important in the second, and so on.
The next page is a suggested template for an ORMN press release. It should always:
•
•
•

Have the ORMN logo at the top
Include the ORMN description as the last paragraph
Include the following statement at the end:

Old Rag Master Naturalist programs and employment are open to all, regardless
of age, color, disability, gender, gender identity, gender expression, national origin, political
affiliation, race, religion, sexual orientation, genetic information, veteran status, or any other
basis protected by law.
•

If you are promoting an ORMN activity, the following statement should also be included:

If you are a person with a disability and desire any assistive devices, services or other
accommodations to participate in this activity, please contact (name, contact info) to discuss
accommodations at least five days before the event.

The press release should look like this:
OLD RAG MASTER NATURALIST LOGO
Release Date:
(either “For immediate release”, or
“For release on (date)”

Contact: (name)
(Email)
(Telephone)

Headline
Subheader (if you want. It shouldn’t duplicate the header).
Dateline (e.g., CULPEPER, VA) – First body paragraph. Give the essential information that you
want people to know, stick to the facts.
Rest of body: expand on the first paragraph. Use short paragraphs (2-4 sentences) and write in
a journalistic style so the media outlet can use it just as it is. Use quotes, statistics, whatever.
Final paragraph: Always include the following description of ORMN:
Old Rag Master Naturalists help Virginia conserve and manage its natural resources by educating the
public, collecting data for scientific purposes, and providing volunteer service to organizations and
entities promoting the conservation of natural resources. Contact (name, contact info) for further
information.
###
Footer: Always include the following statement:
Old Rag Master Naturalist programs are open to all, regardless of age, color, disability, gender,
gender identity, gender expression, national origin, political affiliation, race, religion, sexual
orientation, genetic information, veteran status, or any other basis protected by law.

