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	Primary Staff Roles and Responsibilities
	Biweekly meetings with your internal team are vital for keeping everyone on the same page!
	Folder Organization It is important to have a consistent organizational system for program staff to access all files, records, and other program material. You may want to include folders such as:
	Admin—finances, grants, meeting notes, manual, logins
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	Directions and Tips for Use:  Firstly, make a copy of the document for your organization’s use. Secondly, input apprentice addresses into "Sheet1." Then, update "Sheet2" with host farm addresses. The third page should automatically calculate the distance between the two. The image above is from “Sheet3” in the spreadsheet, which displays host farm names and addresses in the first two columns (which automatically populate from “Sheet2.”) The third column is the calculation of distance from this apprentice’s address to each host farm. In this particular scenario, we would recommend the apprentice reach out to KC Farm School (particularly if they are interested in fruit and vegetable production), as the operation is 7.5 miles from their home.
	The Excel calculations on Sheet3 rely on a free API, only providing a certain number of route calculations per day. If you receive this error: “Exception: service invoked too many times for one day: route,” wait 24 hours, then try again. NOTE: any address you input into Sheet1 and Sheet2 must match the current formatting we have for the Excel calculation to work on Sheet3. If you run into any snags while using this document, please email Courtney at cmwoodwo@ksu.edu!
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	Organizing Committee Meetings The Organizing Committee plays an important role in a partnership apprenticeship program by:
	During the off-season, three organizing committee meetings take place. They each have the following goals:
	Note: Remember to collect survey data, especially for grant reporting! Pass around a laminated QR code at the end of each event for attendees to scan.
	Textbooks Textbooks are handed out to apprentices at workshops. It is important to have a full inventory of textbooks ready to go for the workshops. Keep a textbook inventory list and decide what will be distributed at each workshop. This discussion can happen with the organizing committee during the planning meetings. Once this has been decided, order textbooks ahead of time as shipping times my vary. Below is an example inventory:
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	Online Course The Growing Growers online course was created to increase the accessibility of resources and materials for those interested in learning about starting a sustainable vegetable farm. It is offered as a microcredential, so that those who complete the course with scores of at least 80% on each quiz receive a digital badge that is shareable on platforms such as Linkedin. When enrolled in the online course, access to the material is granted for 12 months. Participants do not have to be an apprentice to take this online course. Additionally, a for-credit option of this course is offered through Kansas State University.
	The course currently contains 12 modules:
	Each module contains:
	Supplemental materials, including extension publications and online resources.
	A module quiz that pulls questions about key ideas from the lectures and videos
	Module discussion for course participants to engage in conversation about the module topic and ask questions.
	The initial creation of the course was funded by a Kansas Department of Agriculture Specialty Crop Block Grant that included funds to create eight guest lectures. During the creation of the course, the following spreadsheet was used to keep our internal team on track:
	Because the online course is open for 12 months, it is helpful to delegate a point-person to check the online course daily for quizzes to grade, and periodically remind apprentices of their progress and when they should retake quizzes.
	Creating a tracking spreadsheet makes it simpler to see the progress of course participants, and who needs to retake quizzes to reach the 80% requirement for the microcredential.
	Keep checking in year-round and reminding those enrolled of their status. Writing out what exactly they have left to do and how much time they have left can be helpful. Communications could look something like this:
	‘Happy New Year, Angela! Reminder that you have access to the Growing Growers online course through 5/12/26.🌱  You have 2/12 modules completed, and the second can be retaken to get an 80% for the microcredential. You still have some time to complete the remaining modules. Slidesets and resources are downloadable, but the microcredential will only be available within the time range the course is open!”
	Information we include on our website: Home
	Apprenticeship
	Additional information about the apprenticeship options, with links to the apprenticeship and scholarship applications
	FAQs page
	“Find an Apprenticeship” page with an Airtable of current postings from host farms
	Host farmers’ page with links to a page for each farm
	Graduates page
	Apprenticeship cont’d
	Host Farmer Map
	Host Farmer Chart
	These can be edited in Canva and the map in Google Maps, while embedded on a website. Along with the “Find an Apprenticeship” AirTable, these tools can be time-saving for potential apprentices who want to compare farm characteristics without reading every farm’s bio page!
	Other pages:
	Online Course information and enrollment link
	Workshops and Events Airtable that partner organizations have access to add events to, so that as many opportunities as possible are in one place for apprentices and other growers.
	Listserv information, such as how to join or unsubscribe, and etiquette for users
	Resources geared towards beginning growers with links to publications, projects, grant opportunities, social media and partner organizations
	Host Farm Visit
	If a host farm is accepted, add it to the website ask the host farmer to review the information you have online about them. Ensure that any new host farms attend the winter host farmer biannual meeting.
	Host Farm Visits with Apprentice  For host farms with apprentices, it is important to do a site visit check-in during the apprenticeship season. For these, you will bring all materials listed above, but the Host Farm Site Visit with Apprentice Form in lieu of the Host Farm Site Visit Form, a print-off of their website presence on your organization’s website, and the completed Initial Core Competencies form from their apprentice (if this has not been filled out, use this as an opportunity to remind them!). Use this time to sit down with the apprentice and host farmer to discuss the progress of the apprentice, work conditions, and program requirements (paperwork, online course progress etc.). Again, remember to take photos!
	Biannual Meetings  Each summer and winter, invite host farmers to catch up with program staff and connect with each other. The winter meetings can be used as a time to give a quick orientation for any new host farms and a debrief for any farmers with apprentices the season before. The summer meetings are mainly geared toward host farmers with apprentices that season, and will be an opportunity for us to check in with each host farm and for them to connect with each other.
	Host Farmer Participation Tracking It may be beneficial to track the participation of host farms in your network. Oftentimes, host farms may be unresponsive to apprentice application inquiries. This can delay the placement process for potential apprentices and be deterring to program participants. Additionally, it is helpful to know what host farmers have engaged in different activities, such as updating their information, posting apprenticeship opportunities, etc.
	If a farm has not hosted in the last 5 years, it may be good to reach out to that host farmer and check in with them about their status as a host farm. It is especially important for farms that have been out of the loop to attend informational events and update their information if they do want to continue as a host farm.
	Below is a sample of what a Host Farmer Participation Tracking sheet could look like:
	Other resources for supporting host farmers:
	Marketing Solidify your branding
	Identify your marketing outlets
	Create a content and promotion schedule
	See the following pages for examples of marketing material for:
	Have a lot of info to convey? Make an Instagram reel in Canva!
	Create a template to promote host farms during recruitment season.
	Promote workshops early and often!
	Workshop promotion: make each graphic different enough that they stand out from one another, but reuse themes and elements as needed. Create simple animations to transform the initial graphic into a short video to expand reach.
	Paperwork and Record-keeping This section includes the following forms used to administer Growing Growers:
	Apprentice Orientation
	Double click on the presentation below to interact with the slide set:
	Or access the presentation, here: https://www.canva.com/design/DAGiGxXIjtQ/OjV35w7eHRlyNPit8nrfCw/view?utm_content=DAGiGxXIjtQ&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=ha2c0e887b1
	Apprentice Debrief

	Apprentice Debrief Presentation link
	Host Farmer Onboarding/Debrief
	2026 Host Farm Onboarding and Post-Season Debrief Presentation link
	First Organizing Committee Meeting
	Presentation Link

	Additional Resources
	Apprenticeship Program Support
	Seed Selection Tools
	Resource List on Growing Growers Website

	Books to Distribute at Workshops
	Helpful Extension Publications and Resources
	Growing Growers Contacts

