BEGINNING & NEWCOMER

GARDENING CLASSES

Timetable

Mike Payne

Hamilton County

Four to Six Months Prior to Classes

1. Make arrangements for facility to host classes

2. Decide what classes you are going to make available.

3. Make up form letter to send to sponsors (i.e. garden centers, nurseries, seed companies, nature centers, water & pond suppliers) Send letter to potential sponsors.

4. Contact potential teachers for the classes. Make initial contact with teacher and discuss topic.

Three Months Prior to Classes

1. Send announcements to paper, T.V. stations, radio, and make up flyers to announce the dates of the classes, topics to be taught, times, and location of the classes.

2. Send out letters to any people that had signed-up previously. This will give them first choice to the classes. Make sure to let people know if the classes fill-up, there will be a wait list.

3. Set-up voice mail for people to contact and register for the classes. Make sure to call and let each person know, that they will not be in the class till the money is received.

4. Order U.T. publications for class handouts.

One Month Prior to Classes

1. Call sponsors to discuss donations for the classes and then fax a list of the classes and have the sponsors fax back the items they will donate for each class.

2. Contact teachers and volunteers that will be working at opening night registration.

Two Weeks Prior to Classes

1. Pick-up notebooks, nametags, and markers.

Week Prior to Classes

1. Check the list. This is the time to call the people that had called and signed-up, but have not sent in their money. You can fill in a spot of dropouts with people on the wait list.

2. Start picking up donations of seeds, plants, fertilizer, birdhouses, trees, or shrubs. You may make arrangements to pick-up the items each week instead of storing all the materials.

3. Finalize details with the speakers for items they might need like and overhead projector, side projector, or power point projector.

4. Make-up the Nametags. Make sure each tag also has a number. This makes it each to give the door prizes away each week.

Day of First Class

1. Contact speaker for the class.

2. Make numbers to correspond with the number of people in the class. You will place the numbers into a hat or box to draw out at the end of each class.

3. Pickup refreshments for the break between the 1st and 2nd class.

4. Pick up ice and bottled water and place in the cooler to be chilled for the evening.

5. Have volunteers at registration 1 hour early for the first class to get people registered and in their seat on time for the 1st class.

ADDITIONAL NOTES

1. Have the students report to the 1st class 15-30 minutes early so you can get them registered, give out nametags and notebooks, so that the class will start on time.

2. If you hold and herb class it is wise to have other Master Gardeners prepare dishes with herbs, so the students can get a taste of what herbs will to the taste of food. Sever the herb dishes at the break.

3. Make sure to allow enough time at the end of each class to giveaway all the plants, seeds and merchandise that your sponsors have donated you.

4. If you do vegetables, try not to get too detailed. Remember, this is a beginning class and try to start with vegetables like tomatoes, green beans, lettuces and other vegetables that beginners will enjoy growing.

5. Setup your registration out of the area where the classes will be held. This will keep the congestion down.

6. Remember to send a thank you note to the sponsors for their help. This will ensure they will want to help you again the next time you hold the classes.

