NNMG Extension Help Desk Guidelines

· NNMG Extension Help Desk plant clinics will  be held throughout the year in Northumberland County and from April through October in Lancaster and  Westmoreland Counties.  Help desk hours are 9 am to noon on the following days:

· Northumberland, Tuesdays, VCE Office, Heathsville, 580-5694


Westmoreland, Wednesdays, VCE Office, Montross, 493-8924


Lancaster, Thursdays, VCE Office, Lancaster Court House, 462-5780

· Please be at the office 15 minutes early.  If you cannot work at the last minute please inform the respective office directly so that any samples or calls can be forwarded to one of the other help desks.  
· Interns should work with an experienced MG until you feel comfortable to work by yourself

· All MGs are expected to work at least l shift on the Help Desk.  If you cannot fill your scheduled shift you need to find a substitute and make this change in the online sign up sheet.
· If you cannot complete all the calls during your shift:


Complete requests with samples first so the samples can be sent to Tech asap.

Call the Help Desk committee chair for your County for help.

Lancaster: 

Barbara Wheeler, 435-6200

Northumberland:
Elizabeth Giovane, 529-5017

Westmoreland:
Harriet Chinn: 493-0246  


If requests are unanswered explain the situation and forward them to the next help desk. If contacts need to be followed up be sure that you have made certain that this will be done either by noting that you are doing the follow up or noting follow up arrangements that you have made. Put Contact 
Sheet in follow up section of contact notebook. Make a copy if you are 
following it up at home or on a return trip to the office.
· Be sure records are complete before you leave

