
Virginia Master Naturalist Program Operating Handbook

Old Rag Chapter

A.
Duties of Officers

1.
President

a.
Presides at all meetings of the Chapter.

b.
Serves as Chair of the Board of Directors.

c.
Serves as an ex-officio member of all committees.

d.
Signs all Board-approved documents that may be legally binding on the chapter.

e.
Publishes meeting agendas. 

f.
Presents an annual report at the annual meeting of the chapter.

g.
Works with the Secretary to fulfill and submit the chapter’s annual report to the state office.

h.
Votes when there is a tie.

i
Appoints an Internal Auditor from the membership, with the approval of the Board of Directors, to conduct an annual audit of the Chapter’s financial records.

2.
Vice President

a.
Assists the President and acts for the President in his or her absence.

b.
Takes the minutes in the absence of the Secretary.

c.
Reviews the Chapter bylaws and this Operating Handbook and recommends changes, if any, to the Executive Board no later than April of each year.

3.
Secretary

a.
Conducts all necessary Chapter correspondence.

b.
Records, publishes, and preserves the minutes of all meetings of the Board of Directors and members.

c.
Furnishes the minutes to all Board members and makes them available to other Chapter members on the website.

d.
Maintains a file of all official correspondence.

e.
Brings to each meeting the minute book, a copy of the bylaws, rules and policies, and a list of all committees.

f.
Publishes notice of membership meetings and chapter events.

g.
Maintains a roster that includes members’ names, addresses, phone numbers, and email addresses. Ensures that roster information is available only to members.

h.
Maintains a confidential file of Volunteer Enrollment Forms. 

i.    Works with the Record Keeper to compile the annual report and files the annual report with the State Program Coordinator.

j.    Incorporates Board-approved changes into the official chapter Operating Handbook.

k.
Ensures that a current copy of all official Chapter documents are posted on the Chapter website.

4.
 Treasurer

a.
Maintains budget and accounting records for 5 years.

b.
Notifies membership of dues payment schedule and receives all dues and monies for the association and maintains them in a separate Chapter bank account.

c.
Presents report to the Board on the status of dues payment at the first quarter Board of Directors meeting each year.

d.
Keeps an account of all income, expenses, disbursements, and other financial matters.

e.
Pays all bills in accordance with Section F.10 upon receipt of a written statement or sales receipt. 

f.
Makes a quarterly report to the Board of Directors and an annual report to the membership. Posts the reports on the Chapter website.

g.
Serves as Chair of the Finance Committee.

h.
Presents the financial records to the Finance Committee for review within 60 days after the last day of the fiscal year.  All expenditure receipts/invoices should be submitted within 30 days of the close of the fiscal year.

i.
Submits all annual financial records, income tax returns and audits as required by law or contract.

j.
Prepares the budget.

B.
Duties of Past President and Advisors

1.
Immediate past President

a.
Assists the President.

b.
Provides continuity from prior Boards of Directors.

c.
Serves as the Chair of the Nominating Committee.

2.
Advisor

a.
Advises, recommends, and informs the chapter of appropriate business.

b.
Reviews the Chapter’s financial status and participates as a member of the Finance Committee.

c.
Assists the Virginia Master Naturalist Program Steering Committee in implementing and enforcing the statewide policies and procedures of the VMN Program.

d.
Facilitates opportunities for Master Naturalist volunteers to exercise initiative and judgment within proper measure of autonomy when coordinating chapter events and activities.

e.
Participates in event planning and attends events when possible, or when identified as necessary through the planning process.

f.
Serves as ex-officio member of the Board of Directors.
C.
Duties of Directors

1.
Attend all Board meetings and functions and be prepared to participate.

2.
Stay informed about Board and committee matters; review and comment on minutes and reports.

3.
Stay informed about the Chapter’s mission, services, policies, and programs.

4.
Keep up to date on developments in the Master Naturalist Program.

5.
Follow developments in the community, economy, and government that may affect the Master Naturalist Program.

6.
Serve on committees and offer to take on special assignments.

7.
Participate in organizational fundraising.

8.
Inform others about the Master Naturalist Program.

9.
Get to know other members; build working relationships that contribute to
consensus.

10.
Suggest nominees to the Board who can make significant contributions to the work of the Board and the Chapter.

11.
Follow conflict-of-interest and confidentiality policies adopted by the Board.

12.
Assist the Board in carrying out its fiduciary responsibilities, such as reviewing the Chapter’s annual fiduciary statements.

13.
Participate actively in the Board's annual evaluation and planning efforts.


D.
Duties of Standing Committees and Points of Contact

Standing Committees and Points of Contact consist of the following:

1.
Education Committee

a.
Coordinates the Chapter’s basic training program for new Master Naturalists.

b.
Plans, implements, and evaluates the basic training curriculum and develops the basic training calendar. Posts the curriculum and calendar on the Chapter’s website so they are accessible to the public.

c.
With the Treasurer, develops the basic training program budget and recommends the class tuition to the Board of Directors.

d.
Acquires textbooks and prepares basic training class manuals.

e.
Selects all presenters and makes arrangements for their class presentation, including materials, handouts, and audiovisual equipment needed for the presentation.

f.
Arranges for speaker gifts, travel and lodging needs, and confirmation and thank-you letters.

g.
Arranges for location, room seating, and equipment for all basic training classroom sessions.

h.
Manages the ongoing basic training program through graduation. Certifies which members of the class satisfied the basic training attendance and testing requirements.

i.
Committee Chair serves as Continuing Education Point of Contact.

2.
Membership Committee

a.
Assists the Education Committee as requested.

b.
Coordinates hosting activities for general membership meetings and events, providing drinks and snacks.

c.
Identifies outreach opportunities and staffs outreach booths.

d.
Acquires and maintains the chapter display board.

e.
Reviews applications and makes recommendations to directors for new members, including those requesting financial assistance scholarships.

f.
Develops plans to retain and recruit members.

g.
Maintains a record of high-level interests and specific expertise of members.

h.
Forwards all confidential documents, including Volunteer Enrollment forms (once new class members have been selected) to Secretary for safekeeping.

i.
Ensures new class training application forms on the Chapter website are kept current.

j.   Manages transfer of members from and to other MN Chapters.

3.
Projects Committee

            a.
Receives project approval requests from the project Points of Contact and accepts or 

rejects the proposed projects in accordance with 
ORMN rules and the Virginia Master 

Naturalist Program Volunteer Policy Handbook. Receives and reviews information 

about new activities with existing Projects, which activities must also be in 

   

accordance with ORMN rules and the Virginia Master Naturalist Volunteer Policy 

Handbook.
            b.  Provides new Project and Activity descriptions for the chapter website.

            c.  Enlists the help of Project/Activity Points of Contact who


1. Submit the initial form for Project Approval/Activity Information.


2. Ensure that Project and Activity description provided for chapter 

                   
    website are accurate and up-to-date.


3. Respond to requests for Project and Activity information from Membership.

             d.  Notifies the Record Keeper of all Project and Activity additions and changes.

             e.  Serves as the Point of Contact for approved Entities and Projects without an 
individual Point of Contact.

             f.   Performs outreach to ORMN chapter so membership is aware of new projects and 
 changes or additions to existing projects.
4.
Communications Committee

a.
Collects news about the chapter and the state Master Naturalist Program to use on the Chapter’s website and in publicity and membership materials.

b.
Drafts and issues press releases.

c.
Arranges for publicity in media, such as newspaper coverage and flyers.

d.
Maintains the Chapter’s website.

5.
Continuing Education Point of Contact (Education Committee Chair)

a.
Approves and notifies Chapter membership regarding Continuing Education.

b.
Reviews Continuing Education for approval in accordance with these Rules and the


Virginia Master Naturalist Program Volunteer Policy Handbook.

6.
Record Keeper


a.
Maintains chapter pages on the Virginia Master Naturalist – Volunteer Management System.


b.
Serves as the chapter Point of Contact for hour reporting issues.


c.
Checks for new certifications and milestones quarterly.  Orders Master Naturalist certificates, name badges, and milestone pins.


d.
Works with Secretary to create Chapter Annual Report.

E.
Duties of Ad Hoc Committees 

1.
Finance Committee

a.
Comprised of the Executive Committee with Treasurer acting as Chair, the Treasurer may appoint other members as needed with the approval of the President.

b.
Prepares the annual budget.

c.
Conducts the annual review of the financial records of the Chapter. 

2.
Internal Auditor

a.
Conducts an annual audit of the Chapter’s finances.

b.
Reports findings and recommendations to the Board of Directors.

c.
May appoint other members to assist with auditing tasks.  Neither the Auditor nor those appointed by the Auditor can be members of the Board of Directors. 

3.
Nominating Committee

a.
Presents slate of candidates for officers and Board members to be elected at the annual meeting.

b.
Presents slate of candidates when unscheduled officer or Board position becomes available.

4.
Other ad hoc committees can be formed by the Board as needed to address specific tasks or purposes.

F.
Policy and Procedures

1.
Geographic Coverage

a.
The ORMN Chapter covers all or part of the following counties: Culpeper, Fauquier, Greene, Madison, Orange, and Rappahannock.

b.
Any proposed expansion of chapter coverage must be approved by the Board.

2.
Rules for conducting meetings

a.
Committee, membership, and Board of Directors meetings will be conducted according to Robert’s Rules of Order.

b.
Voting may be in person, or by written proxy given in advance of the vote. A member voting by proxy will be considered present for the purpose of determining a quorum.

c.
Committee meetings may be conducted by telephone or through Web-based conferencing, so long as all members entitled to attend have access to appropriate technology.

d.
Board of Directors meetings are open to all members; however, only directors are entitled to speak to the issues before them.  Members will be offered an opportunity to speak when recognized by the Chair.

3.
Standing committees

a.
Membership term is one year, beginning July 1, or until committee members are replaced.

b.
Committees select their own chairs, who, if not already on the Board, serve as ex-officio members of the Board of Directors.

c.
Committees may spend money up to the amount budgeted for that committee’s use. Each year, the committee will submit a budget request to the Finance Committee. Committees will seek approval from the Board of Directors for off-budget spending authority.

4.
The Chapter’s website

a.
Committee chairs are responsible for posting calendar items and events to the website. Calendar items that are not related to specific projects and approved Continuing Education but are closely related to the Chapter’s mission may be posted for general information provided that a notice that the item is not approved accompanies any such posting.

b.
Each member is responsible for ensuring that his or her contact information is correct.

5.
Reporting training and volunteer service hours

a.
Members will report volunteer and Continuing Education hours on the Virginia Master Naturalist – Volunteer Management System (VMN-VMS) website on an ongoing basis.  The Record Keeper will check the VMN-VMS for new certifications and milestones approximately one month before each quarterly meeting so certificates, name badges, and pins can be distributed at the following membership meeting.

b.
Master Naturalists will be initially certified at the end of the quarter in which they first meet the training and volunteer service requirements. Continuing Education and volunteer service hours earned by Master Naturalists in Training count toward their first year’s requirements. Master Naturalists in training will have until the end of the calendar year following the year their basic training class ends to meet their initial certification requirements of 40 volunteer hours and 8 hours of Continuing Education.

c.
Master Naturalists may be certified or recertified by completing at least 40 hours of volunteer project work and 8 hours of Continuing Education during the calendar year. Certifications will be valid for the following calendar year.

d.
For the purpose of certification, there is no limit to the number of administrative hours that qualify for volunteer service, but each member must work on at least one project each year to be certified or recertified.

e.
The Record Keeper may rely on the website to determine which projects have been approved.  The Continuing Education Point of Contact will inform the Record Keeper when new Continuing Education opportunities have been approved.

6.
Basic training

a.
Basic-training programs will be held periodically for at least 15 and up to 20 people.

b.
Make-up policy

i.
Missed classes

1)
A participant may not miss more than two classroom training sessions. After missing the third class, a person will be dropped from the class.

2)
Missed classes must be made up by one of the following:

a)
Watching the videotape of the missed class before the final session.

b)
Attending a session on the same topic at another chapter.

c)
Attending a session on the same topic during the next basic training program.

d)
Doing a make-up project approved by the Education Committee.

Make-ups by the last three options must be completed within 12 months after the final session.

A participant may not be certified as a Master Naturalist until all missed sessions are made up.

ii.
Field trips

1)
A participant may not miss more than one field-trip training session. After missing the second field trip, a person will be dropped from the class.

2)
A missed field trip may be made up by one of the following:

a)
Attending the make-up field trip conducted by Old Rag Chapter, if the chapter has sufficient need and is able to schedule a make-up.

b)
Attending a field trip (regardless of topic) with a subsequent class, at another chapter, or a sponsoring agency or partner within 12 months after the final class of the session.∗

iii.
Tardiness/Leaving Early: If a person arrives more than halfway into a classroom session or field trip, or if a person must leave a classroom session or field trip before the mid-point, he or she will have to make up the missed portion of the classroom session or field trip.

iv.
Tuition Refunds: Tuition will not be refunded if a participant withdraws from basic training after the first classroom session. A participant withdrawing from basic training must return his or her instructional materials before the Treasurer will make the refund.

v.
The President, in consultation with the Education Committee Chair, may cancel a classroom session or field trip. If the President is unavailable, the Vice President decides in consultation with the Education Committee Chair. If a classroom session or field trip is canceled, members of the class will be notified by e-mail and telephone messages.

7.
Dues

a.
Honorary Members and Master Naturalists in Training are not required to pay dues.

b.
The amount of dues will be established by the Board of Directors. Dues are not refundable.

c.
The deadline for payment of dues will be the 1st day of each calendar year. 

8.   Projects

a. Members receive credit for naturalist education, stewardship and citizen science volunteer activity performed anywhere in Virginia which is with an entity or which is part of a Project that has been approved by the ORMN Projects Committee. 
b. The list of approved Entities/Projects/Activities is maintained by the Projects Committee and is posted on the chapter’s website.
            c.   Citizen science activity occurring on private lands (such as an individual landowner’s 
property) must comply with the rules in the Virginia Master Naturalist Program 
Volunteer Handbook. If a member collects and reports data to a data-collecting entity 
which has been approved either by the ORMN Projects Committee or on appeal by 
the ORMN Board of Directors, the member’s citizen science hours may be reported 
for credit, whether or not the activity occurs on the member’s private land. 

            d.  Procedures for getting project approval and adding activities to existing Projects
        
i. A member who wants to propose a new project will be that Project’s Point of 
Contact. He or she will complete a Project Approval/Activity Information Form and 
submit it to the Projects Committee for review. Proposed projects must be in 
accordance with ORMN rules and the Virginia Master Naturalist Program Volunteer 
Handbook.



ii. The Projects Committee will notify the Project Point of Contact either that the 
project has been approved, what changes are necessary to secure approval, or why the 
project is disapproved. The Project Point of Contact may appeal a disapproval to the 
Board of Directors.

iii. A member who wants to propose a new activity associated with an existing Project may be requested to serve as the Activity’s Point of Contact. He or she will complete a Project Approval/Activity Information Form and submit it to the Projects Committee for review. Proposed activities must be in accordance with ORMN rules and the Virginia Master Naturalist Program Volunteer Handbook.

iv. The Project Approval/Activity Information Form is available on the chapter website and from the Projects Committee chair.

v. The Projects Committee is responsible for notifying the membership that a Project is approved or that an Activity has been added to a Project, and for posting, or arranging for posting, the Project or Activity on the website.

9.
Continuing Education

a. Members receive credit for naturalist education, stewardship and citizen science volunteer activity performed anywhere in Virginia which is with an entity or which is part of a Project that has been approved by the ORMN Projects Committee. 
b. The list of approved Entities/Projects/Activities is maintained by the Projects Committee and is posted on the chapter’s website.
c. Citizen science activity occurring on private lands (such as an individual landowner’s property) must comply with the rules in the Virginia Master Naturalist Program Volunteer Handbook. If a member collects and reports data to a data-collecting entity which has been approved either by the ORMN Projects Committee or on appeal by the ORMN Board of Directors, the member’s citizen science hours may be reported for credit, whether or not the activity occurs on the member’s private land. 
d. Procedures for getting project approval and adding activities to existing Projects on Approval
a. Naturalist training programs which support the mission of the Virginia Master Naturalists and which are sponsored by a sponsoring agency, a chapter partner, or other board-approved organizations are automatically approved.  A list of approved training sponsors is provided in Attachment 2.  A member who wants credit for attending a training program subject to automatic approval will post the program on the website.
b.
Continuing Education opportunities that are provided in conjunction with an approved project are deemed approved.

c.
A Master Naturalist who has completed the Basic Training course may monitor a training session of a Basic Training program offered by a Master Naturalist Chapter, but will not receive CE credit for that session, unless the class being monitored is one that was not offered during his/her Basic Training.

d.
Procedure for getting Continuing Education approval

i.
A member who wants credit for attending a Continuing Education program that is not automatically approved must submit a written request to the Continuing Education Point of Contact. The request must set forth a summary of the content of the training, the number of hours it is expected to be, the credentials of the trainer, and other pertinent information.

ii.
The Continuing Education Point of Contact will notify the person requesting approval either that it has been approved, what additional information is required to secure approval, or why the program is disapproved. The member requesting approval may appeal a disapproval to the Board of Directors.

iii.
 Approval for Continuing Education credit does not have to be received before the training program. However, retroactive approval must be requested promptly following the program.


10.
Expenditures

The Treasurer may approve any bill that is authorized in a budget adopted by the Board.  For expenditures not authorized in a budget adopted by the Board, the following additional approval is necessary:

	Dollar Limit
	Approval Required

	Up to $75
	Committee Chair

	Up to $100
	Vice President

	Up to $150
	President

	Above $150
	Full Board approval


G.
Amendments and Waiver of These Rules

Rules can be amended or waived by the Board by majority vote at any meeting with or without prior notice.
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Attachment 1

Sponsoring Agencies, Chapter Partners and Other Organizations

Sponsoring Agencies

Virginia Cooperative Extension

Virginia Department of Conservation and Recreation 

Virginia Department of Environmental Quality

Virginia Department of Forestry 

Virginia Department of Game and Inland Fisheries 

Virginia Museum of Natural History

Chapter Partners

Appalachian Trail Conservancy 

Blue Ridge Foothills Conservancy

Bull Run Mountains Conservancy

Fauquier County 4-H

Friends of the Rappahannock

Madison County 4-H

Madison Garden Club

Montpelier

Piedmont Environmental Council

Rappahannock Co. 4-H

RappFLOW (Rappahannock Friends & Lovers of Our Watershed) 

RLEP (Rappahannock League for Environmental Protection)

Rockfish Gap Hawk Watch 

Rural Madison

Shenandoah National Park

Smithsonian Institution

Soil & Water Conservation Districts:  Culpeper; John Marshall

Virginia Chapter, The American Chestnut Foundation

Virginia Native Plant Society, Piedmont Chapter

White House Farm Foundation

Other Organizations


Federal, state and local government agencies


Any college or university
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