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IIInnnfffooorrrmmmaaatttiiiooonnnaaalll   

   RRReeecccrrruuuiiitttmmmeeennnttt   MMMeeeeeetttiiinnnggg   aaasss   

   aaannn   OOOrrriiieeennntttaaatttiiiooonnn   TTToooooolll   
 

 

 

LLeessssoonn  AAuutthhoorr((ss))  aanndd  IInnssttiittuuttiioonnaall  AAfffflliiaattiioonn::  
LLaannddrryy  LLoocckkeetttt,,  TTeexxaass  AAggrriiLLiiffee  EExxtteennssiioonn  SSeerrvviiccee  

  

  

AAbbssttrraacctt::  
This module focuses on Extension volunteer administrators having a mindset of 
orientation within all volunteer recruitment activities.  It encourages agents to think 
about purposefully orientating folks to their program within all recruitment materials and 
activities. 
 
A specific technique is described:  An informational meeting for folks interested in 
joining a volunteer program.  This technique is useful for associations, groups and 
Master Volunteer programs.  It is efficient because agents reach many people at one 
time.  This allows an agent to give information and answer common questions one time 
to many people, saving time and energy. 
 

SSoommeettiimmeess,,  uuppoonn  jjooiinniinngg  oouurr  vvoolluunntteeeerr  pprrooggrraamm,,  ffoollkkss  ffiinndd  oouutt  tthhaatt  tthhee  mmiissssiioonn  aanndd  

ggooaallss  ooff  tthhee  vvoolluunntteeeerr  ggrroouupp  ddoo  nnoott  mmaattcchh  uupp  wwiitthh  tthheeiirr  ppeerrssoonnaall  mmoottiivvaattiioonnss..    TTooddaayy’’ss  

ttaallkk  wwiillll  hheellpp  uuss  ddeevveelloopp  aa  ssttrraatteeggyy  ttoo  mmiinniimmiizzee  tthhiiss  nneeggaattiivvee  eexxppeerriieennccee..  
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OObbjjeeccttiivveess::    
  PPaarrttiicciippaannttss  wwiillll  bbee  aabbllee  ttoo  ppllaann  aanndd  ccoonndduucctt  aa  vvoolluunntteeeerr  pprrooggrraamm  

iinnffoorrmmaattiioonnaall  mmeeeettiinngg  wwhhiicchh  ffooccuusseess  oonn  bbeeggiinnnniinngg  tthhee  oorriieennttaattiioonn  pprroocceessss  

ffoorr  ppootteennttiiaall  vvoolluunntteeeerr  ccaannddiiddaatteess  

  PPaarrttiicciippaannttss  wwiillll  bbee  aabbllee  ttoo  lliisstt  aatt  lleeaasstt  tthhrreeee  ppoossiittiivvee  oouuttccoommeess  ooff  

ccoonndduuccttiinngg  aann  iinnffoorrmmaattiioonnaall  mmeeeettiinngg  ttoo  rreeccrruuiitt  nneeww  vvoolluunntteeeerrss    

AAddvvaannccee  PPrreeppaarraattiioonn::  

  RReevviieeww  ooff  lleessssoonn  aabbssttrraacctt,,  bbaacckkggrroouunndd,,  hhaannddoouuttss  aanndd  PPoowweerrPPooiinntt  

iinnffoorrmmaattiioonn  

MMaatteerriiaallss  NNeeeeddeedd::  

  LLaappttoopp  aanndd  pprroojjeeccttoorr  

  CCooppiieess  ooff  hhaannddoouuttss  

TTiimmee  NNeeeeddeedd::  4455  mmiinnuutteess  

   

 

BBAACCKKGGRROOUUNNDD  

VVoolluunntteeeerr  aaddmmiinniissttrraattoorrss  aanndd  mmeemmbbeerrss  oofftteenn  ccoommppaarrttmmeennttaalliizzee  tthhee  vvaarriioouuss  sstteeppss  iinn  

vvoolluunntteeeerr  pprrooggrraamm  ddeevveellooppmmeenntt,,  aanndd  ffooccuuss  oonn  oonnllyy  oonnee  sstteepp  aatt  aa  ttiimmee..    TThheerree  iiss  nnoo  

ddoouubbtthh  tthhaatt  ttoo  bbuuiilldd--uupp  aanndd  mmaaiinnttaaiinn  aa  hheeaalltthhyy  vvoolluunntteeeerr  pprrooggrraamm,,  aa  ssyysstteemmaattiicc  

aapppprrooaacchh  iiss  nneecceessssaarryy;;  hhoowweevveerr,,  iitt  iiss  eeaassyy  ttoo  ggeett  ccaauugghhtt--uupp  iinn  tthhee  rroouuttiinnee  ooff  ““ggooiinngg  

tthhrroouugghh  tthhee  mmoottiioonnss””  aanndd  ffoorrggeett  ssoommee  ooff  tthhee  oovveerraarrcchhiinngg  ggooaallss  tthhaatt  wwee  aarree  ttrryyiinngg  ttoo  

aaccccoommpplliisshh..    IItt  ttaakkeess  aa  ppuurrppoosseeffuull  ssttrraatteeggyy  ttoo  aavvooiidd  tthhiiss  ppiittffaallll..    

  

IINNTTEERREESSTT  AAPPPPRROOAACCHH  

  

““SSwweeeett’’NN  LLooww::  PPeerrssppeeccttiivveess  aanndd  PPuurrppoossee..””  

  

HHaavvee  tthhee  aauuddiieennccee  ttoo  ddiivviiddee  uupp  iinnttoo  ggrroouuppss  ooff  tthhrreeee  oorr  ffoouurr  ppeeooppllee  iinn  eeaacchh  ggrroouupp..    OOnnccee  

tthheeyy  aarree  iinn  tthheeiirr  ggrroouuppss,,  ggiivvee  eeaacchh  ggrroouupp  aa  SSwweeeett’’NN  LLooww  ppaacckkeett  aanndd  ppoossee  tthhee  qquueessttiioonnss,,  

““WWhhaatt  iiss  tthhiiss??””  aanndd  ““WWhhaatt  iiss  iittss  ppuurrppoossee??””    EEaacchh  ggrroouupp  ddiissccuussss  tthhiiss  aammoonngg  tthheemmsseellvveess..      

  

AAfftteerr  aa  ccoouuppllee  ooff  mmiinnuutteess,,  hhaavvee  eeaacchh  ggrroouupp  ssttaattee  ssoommee  ooff  tthheeiirr  aannsswweerrss..    TThheerree  wwiillll  bbee  

ssoommee  ccrreeaattiivvee  aannsswweerrss  ootthheerr  tthhaann  ““aa  ssuuggaarr  ssuubbssttiittuuttee..””    PPooiinntt  oouutt  tthhee  ffaacctt  tthhaatt  wwee  aallll  

hhaavvee  ddiiffffeerreenntt  ppeerrssppeeccttiivveess  aanndd  eexxppeerriieenncceess  aanndd  ddiiffffeerreenntt  wwaayyss  ooff  vviieewwiinngg  tthhee  ssaammee  

tthhiinngg..    TThhiiss  wwiillll  ssoommeettiimmeess  rreessuulltt  iinn  hhiinnddeerriinngg  mmoottiivvaattiioonn,,  iinnccrreeaasseedd  ffrruussttrraattiioonn  oorr  eevveenn  

ccoonnfflliicctt..  

  

TThhiiss  hhaappppeennss  wwiitthhiinn  oouurr  vvoolluunntteeeerr  pprrooggrraammss  aass  wweellll..    WWee  rreeqqrruuiitt  aanndd  iinnvviittee  tthhee  ppuubblliicc  ttoo  

jjooiinn  oouurr  vvoolluunntteeeerr  ggrroouupp..    SSoommeettiimmeess,,  oonnccee  aa  ppaarrtt  ooff  oouurr  pprrooggrraamm,,  ffoollkkss  ffiinndd  oouutt  tthhaatt  tthhee  

mmiissssiioonn  aanndd  ggooaallss  ooff  tthhee  vvoolluunntteeeerr  ggrroouupp  ddoo  nnoott  mmaattcchh  uupp  wwiitthh  tthheeiirr  ppeerrssoonnaall  

mmoottiivvaattiioonnss..    TTooddaayy’’ss  ttaallkk  wwiillll  hheellpp  uuss  ddeevveelloopp  aa  ssttrraatteeggyy  ttoo  mmiinniimmiizzee  tthhiiss  nneeggaattiivvee  

eexxppeerriieennccee..  
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LLEESSSSOONN  

The lesson follows the PowerPoint presentation.  Commentary is given in the “notes” 
section of many of the slides.  The following information will also complement the 
delivery of this module. 

  

WWaannttiinngg  mmoorree  vvoolluunntteeeerrss  iiss  aa  ccoommmmoonn  ddeessiirree  wwiitthhiinn  EExxtteennssiioonn  vvoolluunntteeeerr  pprrooggrraammss..    

TThhiiss  iiss  aa  lleeggiittmmaattee  nneeeedd,,  yyeett  iitt  iiss  mmuucchh  ddeeeeppeerr  tthhaann  tthhaatt..    WWhhaatt  wwee  rreeaallllyy  wwaanntt  aarree  

vvoolluunntteeeerrss  tthhaatt  kknnooww  aanndd  aaggrreeee  wwiitthh  ffuunnddaammeennttaall  tthhiinnggss  ssuucchh  aass::  

oo  EExxtteennssiioonn’’ss  mmiissssiioonn    

oo  TThhee  vvoolluunntteeeerr  pprrooggrraamm’’ss  ppuurrppoossee  aanndd  rroollee  wwiitthhiinn  EExxtteennssiioonn’’ss  mmiissssiioonn  

oo  TThhee  vviissiioonn  ffoorr  tthhee  vvoolluunntteeeerr  pprrooggrraamm  

oo  TThhee  vvoolluunntteeeerr  pprrooggrraamm’’ss  ssttrraatteeggiicc  ppllaann  ggooiinngg  iinnttoo  tthhee  ffuuttuurree  

    ……..aanndd  tthhee  lliisstt  ccoouulldd  ggoo  oonn  aanndd  oonn  

  

IItt  iiss  nneevveerr  ttoooo  ssoooonn  ttoo  bbeeggiinn  oorriieennttiinngg  ppeeooppllee  ttoo  yyoouurr  EExxtteennssiioonn  vvoolluunntteeeerr  pprrooggrraamm,,  bbootthh  

iinntteerrnnaallllyy  aanndd  eexxtteerrnnaallllyy..    AAllll  ccoonnttaacctt  tthhaatt  wwee  mmaakkee  wwiitthh  tthhee  ppuubblliicc  iiss  aann  ooppppoorrttuunniittyy  ttoo  

tteellll  tthhee  ssttoorryy  ooff  wwhhoo  wwee  aarree  aanndd  wwhhaatt  wwee  ddoo..      

  

AA  ssppeecciiffiicc  tteecchhnniiqquuee  tthhaatt  iiss  eeffffeeccttiivvee  iinn  hheellppiinngg  

wwiitthh  tthhiiss  iiss  aann  iinnffoorrmmaattiioonnaall  mmeeeettiinngg  ffoorr  ffoollkkss  

iinntteerreesstteedd  iinn  jjooiinniinngg  yyoouurr  vvoolluunntteeeerr  pprrooggrraamm..    

AA  mmeeeettiinngg  ssuucchh  aass  tthhiiss  ccoouulldd  bbee  hheelldd  oonnccee  oorr  

ttwwiiccee  aa  yyeeaarr,,  wwiitthh  tthhee  ppuurrppoossee  ooff  rreeccrruuiittiinngg  

ppeeooppllee  ffoorr  yyoouurr  pprrooggrraamm,,  tthhaatt  hhaavvee  aa  ggoooodd  

uunnddeerrssttaannddiinngg  ooff  wwhhaatt  tthhee  pprrooggrraamm’’ss  ppuurrppoossee  

iiss  aanndd  tthhee  eexxppeeccttaattiioonnss  ffoorr  vvoolluunntteeeerriinngg  wwiitthhiinn  

tthhaatt  pprrooggrraamm..  

  

TThhee  iinnffoorrmmaattiioonnaall  mmeeeettiinngg  sshhoouulldd  bbee  aann  

iinnffoorrmmaall,,  ffuunn  eevveenntt  wwhheerree  ppootteennttiiaall  vvoolluunntteeeerr  

ccaannddiiddaatteess  ccaann  hheeaarr  ffrroomm  tthhee  vvoolluunntteeeerr  

aaddmmiinniissttrraattoorr  aass  wweellll  aass  aa  lleeaaddeerr  wwiitthhiinn  tthhee  

vvoolluunntteeeerr  ggrroouupp  aanndd  iinntteerraacctt  wwiitthh  ccuurrrreenntt  pprrooggrraamm  vvoolluunntteeeerrss..    IItt  sshhoouulldd  bbee  eexxpprreesssseedd  

wwiitthhiinn  tthhee  iinnvviittaattiioonn  ttoo  tthhiiss  eevveenntt  tthhaatt  aatttteennddaannccee  ddooeess  nnoott  ccoonnssttiittuuttee  aannyy  ccoommmmiittmmeenntt  ttoo  

EExxtteennssiioonn..    TThhiiss  iiss  aann  eeffffiicciieenntt  uussee  ooff  tthhee  aaggeenntt’’ss  aass  wweellll  aass  tthhee  vvoolluunntteeeerr’’ss  ttiimmee  ssppeenntt  

oonn  rreeccrruuiittiinngg  nneeww  mmeemmbbeerrss;;  ffuurrtthheerrmmoorree,,  tthhiiss  iiss  aann  eexxcciittiinngg  aaccttiivviittyy  tthhaatt  bbuuiillddss  

eenntthhuussiiaassmm..    

  
This informational meeting will eliminate some conflict, frustration and disappointment 
down the line because expectations are set up-front.  Furthermore, these messages can 
be made less offensive because expectations and requirements are given to a broad 
group instead of a one-on-one conversation.   
 
There are some other really great things that will come out of a meeting such as this.  
Some folks will join your group!  They will know what the volunteer program is all about, 

TTiippss  ffoorr  uussiinngg  tthhee  mmeeeettiinngg  tteecchhnniiqquuee  

wwiitthh  yyoouurr  vvoolluunntteeeerr  ggrroouupp  
 

 Including current volunteers in the 
planning and implementation of this 
event will help ensure success and 
make it more fun.   
 

 You, as the volunteer administrator, 
should be the primary orchestrator of 
this event.  This will affirm your 
leadership role and underscore the 
volunteer program’s tie to Extension. 
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and they will want to be a part of it.  Some folks will not join your group!  Upon attending 
the informational event, they will understand what the volunteer program is all about 
(purpose, expectations, educational focus, ect…) and they will realize that the program 
is not what they thought it was.  Either way, they will know more about you, Extension 
and the volunteer program.  Those that join your group will be well on their way.  Also, 
this serves a great reminder for current volunteers of fundamental and powerful 
concepts related to your volunteer program. 
 
The informational meeting should be an interactive time between potential volunteers, 
current volunteers and the Extension volunteer administrator.  An important item to keep 
in mind is to keep the program part of the meeting brief, allowing the majority of time to 
be devoted to answering questions and interaction time between current and potential 
volunteers.   
 
The potential volunteer candidates will be thankful for a fun, non-threatening, non-
binding look into your volunteer program.  Furthermore, Extension is a winner, walking 
away with great publicity and a new batch of committed volunteers. 

  

  

AAPPPPLLIICCAATTIIOONN  

HHaavvee  tthhee  aauuddiieennccee  tthhiinnkk  aabboouutt  EExxtteennssiioonn  vvoolluunntteeeerr  ggrroouuppss  tthhaatt  tthheeyy  aarree  iinnvvoollvveedd  wwiitthh..    

WWoouulldd  tthhiiss  iinnffoorrmmaattiioonnaall  mmeeeettiinngg  tteecchhnniiqquuee  wwoorrkk  wweellll  wwiitthh  aannyy  ooff  tthhoossee  ggrroouuppss??      

  

PPoossssiibbllyy,,  tthheeyy  aarree  aallrreeaaddyy  ddooiinngg  ssoommeetthhiinngg  lliikkee  tthhiiss  wwiitthhiinn  tthheeiirr  oorrggaanniizzaattiioonn..    HHaass  tthheerree  

bbeeeenn  aannyytthhiinngg  ddiissccuusssseedd  ttooddaayy  tthhaatt  mmiigghhtt  aadddd  ttoo  wwhhaatt  tthheeyy  aarree  ddooiinngg??    HHaavvee  tthhee  

aauuddiieennccee  ttaakkee  aa  ffeeww  mmiinnuutteess  ttoo  wwrriittee  tthheessee  iitteemmss  ddoowwnn  pprriioorr  ttoo  aaddjjoouurrnniinngg..  

  

RREEFFEERREENNCCEESS  

  

LLoocckkeetttt,,  LL..  ((22000077))..  [[CCoonndduuccttiinngg  aa  MMaasstteerr  GGaarrddeenneerr  IInnffoorrmmaattiioonnaall  RReeccrruuiittmmeenntt  MMeeeettiinngg]]..    

  UUnnppuubblliisshheedd  ppeerrssoonnaall  nnootteess..  
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HHAANNDDOOUUTTSS  
Sample Invitation Letter to Potential Volunteer Candidates 

 

Use with Extension Letterhead 

 

 

 

 

 

       825 N. McDonald Street, Suite 150 

       McKinney, Texas 75069 

       972-548-4232 

       Metro 972-424-1460, ext. 4232 

 

Date 

 

 

Dear Extension Friend, 

 

Thank you for your interest in participating in the Collin County Master Gardener Training 

Program. Texas AgriLife Extension Service is an educational organization provided by the U.S. 

and State governments, as well as our local County government, through the Texas A&M 

University System.  Because the size of our audience and the scope of our job is always 

increasing, Texas AgriLife Extension takes time out to train a group of volunteers that will 

commit to assisting Extension in reaching the citizens of Collin County with researched based 

horticulture information. 

 

The purpose of this program is to support and assist the Collin County office of Texas AgriLife 

Extension in providing information on research-based gardening practices to the community and 

completing community service activities within the county. 

 

While participants will benefit personally in this training, it should be understood that the 

principal criterion for acceptance is the availability and willingness of the individual to volunteer 

to help county residents with their horticulture interests. 

 

The training covers topics such as: the proper environmental and cultural practices in the 

cultivation and management of ornamental and flowering plants, the production and care of 

vegetable gardens and fruits and nuts, and the care and maintenance of turf and landscape plants, 

and a general understanding of plant disease, entomology, soils, botany and fertilization. 

 

The training will consist of 13 classes, each Tuesday from August 8, 2006 through November 7, 

2006.  This will be a total of 65 hours of training.  Texas AgriLife Extension specialists and staff 

will teach the classes.  Each class will start at 8:30 a.m. and will last until 3:30 p.m.  You may 

not miss more than one class.   
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All classes will be held at the Texas A&M Research and Extension Center located at 17360 Coit 

Road, between George Bush Freeway and Campbell Road in Plano, Texas.  See the enclosed 

map for directions. 

 

The Master Gardener Training Program fee is $_____ for the Training Class, Plus $____ for 

CCMGA annual dues.  The Master Gardener Handbook is included in this cost and will serve as 

the class textbook.  Extension Fact Sheets are also provided which cover all areas of horticulture.  

Please do not send the course fee until you attend the informational 
meeting discussed further in this letter and have received notification 
that you have been accepted into the program. 
 
In return for this training, you must contribute a minimum of 65 hours of volunteer time; 

however, you are welcomed, even encouraged to contribute as many hours as you wish.  Our 

interest in selecting individuals for this program goes beyond the first year of training.  We need 

people who are willing to commit to continued participation as experienced Master Gardeners 

through annual re-certification. 

 

There are many ways you can fulfill the 65-hour volunteer requirement.  Examples of this 

include answering questions from office visitors and telephone callers, participation in 

horticulture educational programs at schools, and presentations to garden clubs and civic groups. 

 

Your next step in becoming a Master Gardener will be to attend an informational meeting held at 

the Texas A&M Research & Extension Center on Thursday, June 22, 2006 from 9:30 to 11:00 

a.m.  The informational meeting will be held in the Whitehurst Building classrooms, and will 

explain the goals of Texas AgriLife Extension and the Texas Master Gardener Program more in-

depth.  This meeting will also provide you with an opportunity to visit with current Master 

Gardeners.  Dress for this event will be casual.  Feel free to stay and attend our monthly General 

Meeting held at the same location at 11:30 a.m.  

 

Prior to this meeting, I encourage you to visit the Texas AgriLife Extension Website at 

http://texasextension.tamu.edu & http://aggie-horticulture.tamu.edu, as well as the Texas Master 

Gardener Website at www.ccmgatx.org to learn more about us.  I look forward to meeting you at 

the information session in June. 

 

Sincerely, 

 

 

 

Ima Gardener 

County Extension Agent, Horticulture  

Texas AgriLife Extension Service 

Collin County  

  

  

  

  

http://texasextension.tamu.edu/
http://aggiehorticulture.tamu.edu/
http://www.ccmgatx.org/


Orienting New Volunteers and New Faculty 

   

Page 1 of 4 

PPOOWWEERRPPOOIINNTTSS  
SSeeee  tthhee  aattttaacchheedd  PPoowweerrPPooiinntt  pprreesseennttaattiioonn,,  ““IInnffoorrmmaattiioonnaall  RReeccrruuiittmmeenntt  MMeeeettiinngg  aass  aann  

OOrriieennttaattiioonn  TTooooll..””  

  

EEVVAALLUUAATTIIOONN  

SSeeee  tthhee  aattttaacchheedd  eevvaalluuaattiioonn  ffoorrmm  ffoorr  tthhiiss  mmoodduullee..  

  


