
***All hours must be signed up for on the Google Groups calendar.  If for any reason you need to cancel your 
session, YOU MUST find a replacement to fill in for you!!!  
 

Signing Up for the Summit Garden Google Calendar 
You will need to have a Google account, but you do not need a gmail account to use the calendar.  Once you have 
been added to the Google groups you should automatically be able to use the calendar.  Please contact Megan 
directly if you have any problems.   
 
 
Open Hour Sessions – April to October 
**Half of the Required Sessions Need to be Complete by July 15th** 
Weekly Hours that count towards Open Hour Sessions: 

Sunday 12-4pm (1 Session)/ Wednesday 6-8:30pm/sundown (½ Session)/ Saturday 10am-2pm (1 Session) 
Optional Weekly Hours that count towards Open Hour Session: 

Thursday 6-8:30pm/sundown (½ Session) 
 
As a reminder, the amount of sessions member families need to do is listed below: 

Member families without a box - Open hour requirements are 1 session, (4 hours) 
Member families with a half box - Open hour requirements are 2.5 sessions, (10 hours) 
Member families with a whole box - Open hour requirements are 5 sessions, (20 hours) 

 
 
Instructions for Google Calendar Session Sign Up 
On Sunday, Wednesday, and Saturday you will see the "Open Hours" time listed in bold.  You WILL NOT sign in for 
your hours here – DO NOT alter events you did not create.  Everyone will create their own event which allows each 
of you to set reminders for yourself if you choose to do so.  See instructions below: 

1. Look at the date you want to sign up.  If someone has already created an event it will list the time, name of 
person & open hours.  Here is an example - 12 Megan open hours 

2. If name is not entered at the "Open Hours" time on that day, then double click on the day to create an event. 
– DO NOT edit the bolded event on that calendar day.  

3. In the title area please write "(Your first name here) Open Hours".  
4. Then click off the check mark that says "All day" and edit the time to be the open hours’ time. 
5. ***Set the calendar to summitstreetgarden@gmail.com*** (This step is often forgotten!!) 
6. If you would like to set a reminder for yourself, click on "Add a Reminder" to set the time.  You can 

manually change the time to be anything you want it to be in minutes, hours, days, weeks.  You can also set 
the reminder to be emailed or pop-up so it shows up on your computer or phone. 

7. When everything is set click SAVE  
8. You should now see your newly created event on your calendar in a green color (unless you have set the 

Summit Garden Calendar to a different color). 
 
 
"Garden Open" Hours 
Whenever you are at the garden at times that are not scheduled open hours, please record this time.  You do it the 
same way you would sign up for open hours, the only difference is in the title area you write "Garden Open".  This is 
information we like to record since we're a green thumb garden and need to have the garden open 10 unscheduled 
hours per week in addition to our 10 scheduled hours through our open hour sessions. 
 
 
Additional Information: 
You can share a Saturday or Sunday full session with another garden member to create two ½ sessions, but you must 
sign up with the other member at the same time.  If you do not know another member to sign up with, please email the 
group to fill the other ½ session.  If you sign up for open hours, but then are unable to fulfill them, you must contact the 
group to find a replacement.


