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Acknowledgment of Receipt of Training Manual








I, _______________________________________, acknowledge receipt of the Gardener I Orientation and Training Program.  I also acknowledge a full and complete understanding that this manual and all its contents are the property of the Company.  





I therefore agree to surrender this manual upon termination of my employment.


I will not copy this manual without the express permission of my Branch Manager.


I will not disclose the content of this manual to any other company within the Landscape Industry who may be considered a competitor of the Company during or after my employment.


I understand that this training manual is intended solely for my training purpose and any other use of this manual constitutes a breach of company policy.





Therefore, in consideration of receipt of this manual and the training that accompanies it, I hereby agree to be liable for all damages that may occur as a result of my violating any of the conditions stated above.








Employee Name (Print):  ___________________________________________________________








Employee Signature:   _____________________________________________________________
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Date:  __________________________________________________________________________
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Introduction





Welcome!  





To join our team, you must have impressive landscape management skills, the proper attitude to work with our existing employees efficiently and safely, and a strong commitment to satisfy our customers’ expectations.





As a new employee, you may be confused by all of the activities that you see going on all around you.  Don’t worry, that’s normal.  You will soon begin to feel more comfortable with your work environment, responsibilities, and co-workers.





Everything that you need to learn in the next 90 days is outlined in this Training Manual.  Help us to help you by taking an active interest in learning all of the content found on the following pages.  If you have any questions about the content contained within this Training Manual, simply ask your Foreman or Account Manager and they will be glad to assist you.  As part of the team, they know that when you do well, we all do well together.  





During the first 90 days, you will be expected to:





Learn and follow all Safety rules.


Report for work on time, each day, in the proper dress code.


Complete the “Basic Gardening Skills” certification program.


Become certified on at least five pieces of power equipment.





I encourage you to take full advantage of our company’s training programs so that you will be trained to a professional level thereby enabling you to promote to higher paying and more challenging jobs as they become available.





Again, thanks for joining our team!





Sincerely,








President
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Employee Certification Program





To ensure that each employee is able to do quality work efficiently and safely, it is essential that all employees be trained in the proper way to perform their jobs correctly.  This is the foundation of the raining Program and the reason for employee certification in both horticultural skills and equipment operation.





WHAT exactly does it mean to become certified?   





To become certified means that you have successfully completed the Training Program for either a specific gardening skill or equipment operation to the proper performance standard, and that the appropriate certification form has been completed and signed by a certified employee.





WHY should I become certified?





Certification is necessary to advance to the next level of employment.  Naturally, as you advance with the company, your pay will increase accordingly.  This shows that your active effort in learning more and performing better can also benefit you financially as well.





WHEN can I become certified?





You can request to enter the certification programs offered at your present level of employment at any time.  Talk to your Account Manager to begin the steps toward training and certification.





HOW can I get started?





Talk with your Account Manager to select one of the certification programs that you want to begin working on.


Talk with your Foreman so he can explain and demonstrate each task on the certification sheet that you will need to complete to the proper standard.


Use the equipment or perform the skills necessary for certification, under supervision, until you have become thoroughly familiar with them, and know how to perform them both safely and efficiently.


Your Foreman will send a certified employee to you for the final review of your ability and knowledge during certification.  The certified employee will initial and approve each section on the appropriate certification form verifying your proficiency.  You should always be prepared to demonstrate your ability to perform the required skills and be able to answer any questions the certified employee will ask of you.
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Training and Certification List





As a Gardener 1, you are expected to become certified in Safety, Hazard Communication, Punctuality, Attendance, and Appearance, Basic Gardening Skills, and in the use of five pieces of power equipment within 90 days of your first date of employment.





Safety Certification 





General Safety Information


Safety Equipment


Personal Safety Record





Punctuality, Attendance, and Appearance 





Punctuality, Attendance, and Appearance





Hazard Communication 





Hazard Communication


Emergency Procedures





Basic Gardening Skills Certification 








Lifting Heavy Objects�
Handling Burlaps�
�
Pick up Trash and Debris�
Hand Weeding�
�
Sweeping�
Pruning of Shrubs and Low Trees�
�
Raking�
Grooming Color Beds�
�
Watering�
�
�



Equipment Certification 





Power Blower


Edge Trimmer/Stick Edger


21” Mower


Power Hedge Trimmer


String Trimmer (Weed-eater)





High quality, efficient, and safe work habits are the results of the Gardener 1 Training Program.  List below the people in your branch who you know are qualified to train and certify you in Safety, Basic Gardening Skills, and Equipment Operation.








___________________________________________________________________________





___________________________________________________________________________





___________________________________________________________________________
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Training and Certification Summary








Employee Name:  _________________________________________________________________








This sheet summarizes the training and certification programs completed by the Gardener 1.  As the performance and certification forms in the remaining section of this manual are completed, the Foreman will record his initials to verify achievement and record the date that the training was completed, or certification was received.





Employees who successfully complete all the training areas listed below will be reviewed for advancement to the Gardener 2 Training Program.








Training/Certification Area �
Date Completed �
Foreman Initials    �
�
Gardener 1 Orientation�
�
�
�
Safety Certification �
�
�
�
Punctuality, Attendance, and Appearance Certification�
�
�
�
Hazard Communication Certification�
�
�
�
Basic Gardening Skills Certification�
�
�
�
Equipment Operation and Certification�
�
�
�
Power Blower�
�
�
�
Edge Trimmer/Stick Edger�
�
�
�
21” Mower�
�
�
�
Power Hedge Trimmer�
�
�
�
String Trimmer (Weed-eater)�
�
�
�
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Safety Policy and Rules





It is the company’s objective to create a culture in which employees can work in a safe and satisfying work environment.  Safety can never be delegated, and it is every employee’s responsibility.  That statement requires that you make safety the first consideration in doing your work.  This means that each one of us must actively participate in safety meetings, report all injuries and accidents to your Foreman immediately, wear proper safety equipment, never perform a job that is unsafe, and notify your Foreman of any unsafe work conditions.  It is your responsibility to learn and obey all safety rules posted in each branch office.





Safety Violation Discipline Procedures 





Class A:		First Offense		Immediate Termination


Class B:		First Offense		Written Warning or Termination


Second Offense		Termination


Class C:		First Offense		Verbal Warning


Second Offense		Written Warning or Termination


Third Offense		Termination





Safety Rules 


											  Class


Using or working under the influence of alcohol or narcotics during the workday.�
    A�
�
Mower operation:  Turn off the engine when it is necessary to touch any part of the mower except the handle, or when removing the catcher.�
    B�
�
When using edgers, weed-eaters, grinders, and chainsaws you must wear eye protectors, ear plugs, goggles or shields.�
    B�
�
When using chainsaws or blowers, ear protection must be worn.�
    B�
�
Engine-running adjustments must be made only by authorized employees who have been trained in this function.�
    B�
�
When mixing or spraying herbicides or pesticides, read and follow all label instructions and wear gloves, goggles, long pants, and long-sleeved shirts.�
    B�
�
Report all accidents to your Foreman immediately, regardless of whether medical attention is required.�
    B�
�
Wear the orange safety vest at all times when working.�
    B�
�
No employee can store or transfer any material from or into an unmarked or unlabeled container or package.  If you discover an unmarked or unlabeled container or package, report it to your Foreman immediately.�
    B�
�
Wear over-the-ankle boots; no tennis shoes are allowed.�
    C�
�
Demonstrate proper lifting procedures.�
    C�
�
Wears seat belts at all times when in a company vehicle.�
    C�
�









I


I 































































































Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































Safety Certification 





Safety is always the first consideration in the work you do.  You are responsible for always knowing and following all safety policies and procedures.





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








GENERAL SAFETY INFORMATION �
  (�
�
Can recite or write the 12 safety rules as outlined in this manual.�
�
�
Knows who the Branch Human Resources Manager is.�
�
�
Attends all tailgate safety meetings.�
�
�
�
�
�
B.  PERSONAL PROTECTIVE EQUIPMENT�
  (�
�
Properly wears the following safety equipment:�
�
�
Safety Vest�
�
�
Eye Protection�
�
�
Hearing Protection�
�
�
Safety Support Belt�
�
�
Over the Ankle Boots�
�
�
Gloves�
�
�
�
�
�
C.   PERSONAL SAFETY RECORD�
  (�
�
Has remained accident-free during the 90-day orientation period.�
�
�
Has recognized and reported unsafe conditions to the Foreman.�
�
�
Demonstrates an understanding of how to perform each assignment in a safe manner.�
�
�
Demonstrates a common sense attitude toward work and does not take chances.�
�
�












Employee Signature:   ____________________________________  Employee Number:  ______





Certified Employee:  _______________________________   Date:  _________________
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Punctuality, Attendance, and Appearance Certification





The level of responsibility, accountability, and professional appearance are key elements to being a successful Gardener 1.  You are responsible for always knowing and following all of the policies and procedures listed below and those found within the Employee Handbook.





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.











PUNCTUALITY, ATTENDANCE, AND APPEARANCE�
  (�
�
Employee has reported for work each day.�
�
�
Employee calls Account Manager if sick or is unable to work , prior to the start of the workday.�
�
�
Employee knows and follows the Inclement Weather Policy.�
�
�
Employee reports for work on time each day.�
�
�
Employee reports for work in clean clothes each day.�
�
�
Employee wears approved Over the Ankle Boots each day.�
�
�

























































Employee Signature:   ____________________________________  Employee Number:  ______





Certified Employee:  _______________________________   Date:  _________________
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Hazard Communication Certification 





Hazard communication is a safety-related topic in that it applies to all employees who work with chemicals and may be exposed to the effects of those chemicals.





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








HAZARD COMMUNICATION �
  (�
�
Has completed the annual Pesticide Training Program.�
�
�
Can define a hazardous substance.�
�
�
Can identify a hazardous substance.�
�
�
Knows the purpose of the Chemical Inventory List.�
�
�
Can read and interpret a Material Safety Data Sheet.�
�
�
Demonstrates appropriate work behaviors related to chemicals.�
�
�
�
�
�
B.   EMERGENCY PROCEDURES�
  (�
�
Reports any spill or release to the Foreman immediately.�
�
�
Evacuates the area.�
�
�
Avoids contact with the spill, unless appropriate PPE is available and being used.�
�
�
Controls the spill to the level of training provided; if employee is untrained, does not expose himself to the substance, and waits for qualified personnel.�
�
�
Makes a written report using the DFC Form to the Branch Human Resources Manager.�
�
�
If necessary, seeks first aid or medical attention promptly.�
�
�



























Employee Signature:   ____________________________________  Employee Number:  ______





Certified Employee:  _______________________________   Date:  _________________
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Basic Gardening Skills Certification





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.





A.   PROPER LIFTING �
  (�
�
Never attempts to lift any object that cannot be grasped securely.�
�
�
Bends knees while lifting an object, always keeping back straight.�
�
�
Does not twist body while lifting an object; turns in the desired direction after reaching the full upright position.�
�
�
Gets someone to help with heavy or awkward loads.�
�
�
�
�
�
B.  TRASH AND DEBRIS�
  (�
�
Walks job site and removes all trash, large weeds, and debris that will interfere with mowers or other equipment, as soon as they are seen.�
�
�
Removes all trash and debris from main building entrances.�
�
�
Makes sure all tools, burlaps, and trash are removed from the job before leaving. �
�
�
Removes all concrete pieces and debris from flower beds �
�
�
�
�
�
C.  SWEEPING�
  (�
�
Sweeps walk-ways, corners, and bumpers in parking lots and other hardscapes so they are free of trash and debris where blowers can’t be used due to noise and flying dust.�
�
�
Sweeps up fine bits of trash and debris.�
�
�
�
�
�
RAKING�
  (�
�
Uses flexible-tine rakes on turf or in areas where regular (bow) rakes would damage the turf or surface.�
�
�
Uses regular (bow) or garden rakes for grading or moving soil.�
�
�
Places rake tines on the ground so they will not be stepped on and injure someone.�
�
�
Rakes leaves onto turf before mowing to reduce haul off.�
�
�



BURLAPS�
  (�
�
Spaces out burlaps along mowing route for maximum efficiency.�
�
�
Does not overload burlaps making them too heavy to lift safely.�
�
�
Ties opposite ends across top of burlap to keep load from spilling when being handled and hauled on the truck.�
�
�
Seeks help in loading burlaps onto the truck and unloading trash into the container.�
�
�
Does not place full burlaps on power equipment.�
�
�
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Basic Gardening Skills Certification


(Continued)








WATERING �
  (�
�
Is proficient in the use of a quick couple with a flow control device.�
�
�
Is proficient in the use of a soaker hose.�
�
�
Is proficient in the use of a water wand.�
�
�
Waters efficiently, keeps water off walk-ways and other unsafe areas to the public.�
�
�
Is careful not to wet cars, walls, or windows when watering�
�
�
Does not create a tripping hazard with hoses on sidewalks.�
�
�
Is careful not to damage plant materials by dragging hoses across them.�
�
�
�
�
�
HAND WEEDING�
  (�
�
Correctly selects and uses a Weeding Pick, when weeding in closely planted areas.�
�
�
Correctly selects and uses a Garden Hoe, when weeding in large areas, tree basins, or slopes.�
�
�
Correctly selects and uses a Hula Hoe, when weeding in open areas.�
�
�
Removes large weeds any time they are seen.�
�
�
Removes surface roots less than 1” in diameter.�
�
�
�
�
�
H.   PRUNING SHRUBS AND LOW TREES�
  (�
�
Sets out cones as needed to protect the public.�
�
�
Wears goggles, gloves, and other appropriate PPE while pruning; wears hard hat when doing overhead pruning.�
�
�
Makes correct cuts with Hand Pruners, Loppers, and Pole Pruners keeping the cutting edge close to the main stem before cutting; leaves no stubs or coat hangers.�
�
�
Uses a saw to cut branches that are too thick for Hand Pruners.�
�
�
Does not cut branches that are more than 15 feet above the ground.�
�
�
Uses 3-cut method for branches that are more than 1 inch thick.�
�
�
Holds hedge shears at correct angle to leave the surface sheared at correct angle.�
�
�
Does not pull green leaves unless necessary.�
�
�
Trims plant material directly into burlaps or buckets to save time picking up. �
�
�
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Basic Gardening Skills Certification


(Continued)











I.    GROOMING COLOR BEDS�
  (�
�
Spots and removes, by pinching or cutting, old or substandard flowers in color beds.�
�
�
Carefully moves through a color bed so as not to damage plants while weeding, cultivating, or removing dead flowers.�
�
�
Removes dead plants properly, leaving even-soil without any holes in the ground.�
�
�

















































































Employee Signature:   _____________________________________  Employee Number:  ______





Certified Employee:  ________________________________   Date:  _________________
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Power Blower Certification





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








A.   PRE-START CHECK �
  (�
�
Checks for loose nuts, bolts, screws, or clamps.�
�
�
Wears safety glasses, hearing protection, and goggles.�
�
�
Does not wear loose clothing or scarf.�
�
�
Sets controls at proper positions for starting.�
�
�
Sets and adjusts straps to fit properly.�
�
�
�
�
�
B.   HANDLING FUEL�
  (�
�
Has properly-mixed 2-cycle oil/gas mixture before starting to work.�
�
�
Does not refuel over planted surfaces.�
�
�
Does not refuel a hot or running engine.�
�
�
Does not smoke while handling fuel.�
�
�
Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.�
�
�
Moves at least 10 feet away from fueling point before starting engine.�
�
�
Always stores fuel in an approved container.�
�
�
�
�
�
C.   ROUTINE MAINTENANCE �
  (�
�
Checks for clean air filter.�
�
�
Checks for clean fuel filter.�
�
�
Checks for clean fins and keeps engine surface clean.�
�
�
Is able to change the spark plug correctly.�
�
�
�
�
�
D.   TROUBLE-SHOOTING IN THE FIELD�
  (�
�
Able to trouble-shoot if engine does not start.�
�
�
Able to trouble-shoot if engine will not continue to run.�
�
�
Reports any mechanical problems to Foreman immediately.�
�
�
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Power Blower Certification


(Continued)








E.   BLOWER OPERATION �
  (�
�
Properly pulls cord when starting blower; does not over-extend the cord to flood the machine.�
�
�
Does not operate blower in unventilated areas.�
�
�
Uses face and hearing protection at all times.�
�
�
Follows correct starting procedures (e.g., choking cold engine, throttle to the “start” position, pull starter cord, warm up engine while gradually opening the choke).�
�
�
Does not operate while bystanders are in the work area and does not hinder traffic while working with the blower.�
�
�
Uses low speed for dry leaves in flower beds.�
�
�
Uses medium speed for grass and leaves on hard surfaces.�
�
�
Uses high speed for gravel, cans, and wet paper on hard surfaces.�
�
�
Keeps blower pipe clear to avoid over-speeding the engine and causing it damage.�
�
�
Does not blow debris in the direction of people, buildings, carports, or automobiles, and never points a blower at anyone while it is running.�
�
�
Reduces speed to idle for a few minutes before shutting off the engine.�
�
�
Stores and secures blower correctly for travel.�
�
�













































Employee Signature:   _____________________________________  Employee Number:  ______





Certified Employee:  ________________________________   Date:  _________________
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Edge Trimmer/Stick Edger Certification





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








A.   PRE-START CHECK �
  (�
�
Checks for loose nuts, bolts, screws, or clamps.  The blade mounting nut should also be checked at the lunch break and at the end of the day.�
�
�
Checks to make sure that all guards are in place.�
�
�
Checks oil, gas, and air filter before starting engine at the beginning of the day.�
�
�
Disconnects sparkplug wire and wears gloves to change blades which must be at least 6” long.�
�
�
Adjusts cutter head angle and engages cutter drive belt before starting engine.�
�
�
Checks the work area for objects that might be picked up and thrown by the edger.�
�
�
�
�
�
B.  HANDLING FUEL�
  (�
�
Uses 2-cycle fuel and funnel for filling gas tank.�
�
�
Does not refuel over planted surfaces.�
�
�
Does not smoke while handling fuel. �
�
�
Does not refuel a hot or running engine.�
�
�
Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.�
�
�
Moves at least 10 feet away from fueling point before starting engine.�
�
�
Always stores fuel in an approved container.�
�
�
�
�
�
C.  ROUTINE MAINTENANCE �
  (�
�
Checks engine cooling fins after each day’s use.�
�
�
Lubricates exposed bearings, linkages, and wheels as needed.�
�
�
Greases cutter head, changes engine oil, and cleans air filter every 25 hours of use.�
�
�
Changes sparkplug and air filter approximately every 100 hours of use.�
�
�
�
�
�
D.   TROUBLE-SHOOTING IN THE FIELD�
  (�
�
When black, sooty exhaust appears and there is no engine power, checks throttle for being in choke position and air filter for being dirty.�
�
�
Reports all other engine malfunctions to Foreman immediately.�
�
�









I


I 































































































Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































Edge Trimmer/Stick Edger Certification


(Continued)








E.   EDGE TRIMMER OPERATION �
  (�
�
Follows correct starting procedures (i.e., clutch lever is disengaged or to the rear, throttle level is in choke position, pulls starter cord until engine starts, moves throttle to RUN position, and allows engine to warm up).�
�
�
Properly pulls cord when starting equipment.  Does not over-extend the cord to flood the machine.�
�
�
Wears safety glasses, goggles, or face shield.�
�
�
Moves clutch and depth lever forward to engage drive belt and blade.�
�
�
Uses fast engine speed for edging.�
�
�
Checks for correct depth of cut (1/2” to 1”), and correct angle of cut.�
�
�
Keeps hand and feet away from the blade.�
�
�
Operates machine straight ahead while walking slightly off to one side.�
�
�
Does not operate machine while people are in front of it.�
�
�




























































Employee Signature:   _____________________________________  Employee Number:  ______





Certified Employee:  ________________________________   Date:  _________________











I


I 































































































Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































21” Mower Certification





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








A.   PRE-START CHECK �
  (�
�
Is familiar with the controls and is able to stop the engine quickly.�
�
�
Removes sticks, stones, wire, and paper from the areas to be mowed.�
�
�
Checks for loose nuts, bolts, and screws, and makes sure that all guards and shields are in place.�
�
�
Uses a sharp blade, correctly mounted.�
�
�
Checks the oil, gas, and air filter before starting the unit each day and again after lunch.�
�
�
�
�
�
B.  HANDLING FUEL�
  (�
�
Uses clean fuel and funnel for filling gas tank.�
�
�
Does not refuel over planted surfaces.�
�
�
Does not smoke while handling fuel. �
�
�
Does not refuel a hot or running engine.�
�
�
Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.�
�
�
Moves at least 10 feet away from fueling point before starting engine.�
�
�
Always stores fuel in an approved container.�
�
�
�
�
�
C.  ROUTINE MAINTENANCE �
  (�
�
Removes and isolates spark plug wire from spark plug before performing any maintenance or repairs on the machine.�
�
�
Lubricates wheels approximately every 25 hours of use.�
�
�
Services air filter approximately every 25 hours under normal service, more often under very dusty conditions.�
�
�
Checks the oil before starting in the morning and again at lunch.  Changes oil approximately every 25 hours of operation.�
�
�
Cleans spark plugs after approximately 25 hours of use.�
�
�
Cleans dirt, chaff, and grass from the cooling fin and cylinder head every 25 hours of use or as needed.�
�
�
Can remove and replace blades safely, with gloves on and spark plug disconnected.�
�
�
Tips mower with the gas tank down so gas does not get into the oil when changing blades or cleaning under the machine; wears gloves whenever holding blades.�
�
�
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Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































21” Mower Certification


(Continued)








D.   MOWER OPERATION �
  (�
�
Uses extreme care in operating mower near others.�
�
�
Always maintains secure footing, balance, and control when operating the mower.�
�
�
Properly pulls cord when starting equipment.  Does not over-extend the cord.�
�
�
Always cuts grass across slopes; never up and down a slope.�
�
�
Stays behind the handle and away from the mower housing while the engine is running.�
�
�
Sets wheels for the correct mowing height before starting the engine.�
�
�
Does not touch any part of the engine while it is running.�
�
�
Shuts engine off before crossing gravel or other areas where loose materials may be picked up and thrown.�
�
�
Does not lift or tilt the mower in any way while it is running; keeps hands and feet away from the blade.�
�
�
Does not use catcher when mowing rough or uncertain areas.�
�
�
Changes mowing patterns to keep from rutting the surface of the turf�
�
�
Empties the catcher frequently to keep the mower discharge chute from clogging.�
�
�
Avoids cutting wet grass.  If wet grass clogs the discharge chute, shuts off engine, disconnects spark plug wire, and clears the discharge chute using a stick or tool�
�
�
Keeps trees on opposite of catcher when mowing.�
�
�
When not using a catcher, puts the chute extension or deflector shield in place.�
�
�
Does not irrigate the night before mowing.�
�
�
Keeps mower wheels inside of walkways and curbs when possible.�
�
�
If an object is hit by the blade, or if mower vibrates excessively, shuts off the engine, detaches spark plug wire, and checks for damage after all moving parts have stopped. �
�
�
Does not restart the engine until repairs are made.�
�
�
Properly stores equipment for travel.�
�
�
�
�
�
E.   TROUBLE-SHOOTING IN THE FIELD�
  (�
�
When engine does not start:  checks for fuel, bad spark plug, or loose spark plug wire.�
�
�
When engine has no power:  checks for dirty air filter or plugged vent with no gas cap.  �
�
�
If mower vibrates excessively:  turns off engine, disconnects spark plug wire, and checks for loose or damaged blade.�
�
�
Reports all other problems to Foreman immediately.�
�
�






Employee Signature:   _____________________________________  Employee Number:  ______





Certified Employee:  ________________________________   Date:  _________________






























































Employee Signature:   _____________________________________  Employee Number:  ______





Bemus Certified Employee:  ________________________________   Date:  _________________
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Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































Power Hedge Trimmer Certification





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








A.   PRE-START CHECK �
  (�
�
Does not operate machine when fatigued.�
�
�
Checks for loose nuts, bolts, screws, or clamps.�
�
�
Uses only cutter blades designed for their machine and makes sure they are properly attached.�
�
�
Before starting engine, is sure the cutter is not touching anything.�
�
�
Checks hedge or shrubbery to be trimmed for hidden wire or metal.�
�
�
�
�
�
B.  HANDLING FUEL�
  (�
�
Does not operate machine when fatigued.�
�
�
Does not refuel over planted surfaces.�
�
�
Uses properly mixed 2 cycle fuel.�
�
�
Does not smoke while handling fuel. �
�
�
Does not refuel a hot or running engine.�
�
�
Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.�
�
�
Moves at least 10 feet away from fueling point before starting engine.�
�
�
Always stores fuel in an approved container.�
�
�
�
�
�
C.  ROUTINE MAINTENANCE �
  (�
�
Checks for a clean air filter before each use.�
�
�
Keeps fuel clean, cleans filler area before refueling, and checks air filter before each use.�
�
�
Checks oils cutter bar every four hours and removes gum that collects on the bar after each use.�
�
�
Checks the gear housing approximately every 10 hours of operation.�
�
�
Cleans spark plugs after approximately 25 hours of use.�
�
�
�
�
�
D.   TROUBLE-SHOOTING IN THE FIELD�
  (�
�
Checks for fouled spark plug.�
�
�
Checks fuel supply to engine.  �
�
�
Reports problems to Foreman immediately.�
�
�
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Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































Power Hedge Trimmer Certification


(Continued)








E.   HEDGE TRIMMER OPERATION �
  (�
�
Does not operate equipment in an unventilated area.�
�
�
Does not allow other people into work area.  When two Gardeners are working together, maintains a safe working distance.�
�
�
Follows correct starting procedures (i.e., choking a cold engine, primes pump several times, turns switch to START/RUN position, starts engine and allows it to warm up a few minutes before starting to work.�
�
�
Properly pulls cord when starting equipment.  Does not over-extend the cord of flood the machine.�
�
�
Does not smoke while operating the hedge trimmer.�
�
�
Is sure of footing so as not to slip while operating equipment.�
�
�
Holds the equipment firmly with thumb and fingers wrapped around the handled and does not over-reach and lose balance.�
�
�
Tilts the trimmer so that the teeth are slightly angled toward the hedge or shrub.�
�
�
Does not try to cut branches more than ¼” thick.�
�
�
Checks for hidden wire or metal in the hedge or shrubbery and turns off machine immediately if it jams.�
�
�
Properly stores and secures equipment for travel.�
�
�
�
�
�



















































Employee Signature:   _____________________________________  Employee Number:  ______





Certified Employee:  ________________________________   Date:  _________________






























































Employee Signature:   _____________________________________  Employee Number:  ______





Bemus Certified Employee:  ________________________________   Date:  _________________
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Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































String Trimmer (Weed-eater) Certification





Certified Employee:  Check each item as the employee independently demonstrates its proper performance against standards.  Sign and date this form when it is complete.








A.   PRE-START CHECK �
  (�
�
Checks for loose nuts, bolts, screws, or clamps.�
�
�
Does not wear loose clothing or scarf.�
�
�
Makes sure that cutting unit is properly attached with the head guard in place.�
�
�
Before starting to work, checks the work area for debris that may be thrown by the equipment.�
�
�
�
�
�
B.  HANDLING FUEL�
  (�
�
Has properly-mixed, clean, 2-cycle oil/gas mixture before starting to work.�
�
�
Does not refuel over planted surfaces.�
�
�
Does not refuel a hot or running engine. �
�
�
Does not smoke while handling fuel.�
�
�
Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.�
�
�
Moves at least 10 feet away from fueling point before starting engine.�
�
�
Always stores fuel in an approved container.�
�
�
�
�
�
C.  ROUTINE MAINTENANCE �
  (�
�
Checks for a clean air filter before each use.�
�
�
Checks the fuel strainer and cleans it when necessary.�
�
�
Keeps engine cylinder fins clear.�
�
�
Checks the cutter gear housing for grease.�
�
�
�
�
�
D.   TROUBLE-SHOOTING IN THE FIELD�
  (�
�
Checks for fouled spark plug.�
�
�
Checks fuel supply to engine.  �
�
�
Reports problems to Foreman immediately.�
�
�
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Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________



































String Trimmer (Weed-eater) Certification


(Continued)








E.   STRING TRIMMER OPERATION �
  (�
�
Does not operate equipment If people or animals are within 15 feet.�
�
�
Wears safety glasses or a face shield when using a string trimmer.�
�
�
Adjusts handles for best control of machine during operation.�
�
�
Follows correct starting procedures (i.e., turn switch on, choke and prime a cold engine, start engine, and allow to warm up), does not race a cold engine.�
�
�
Properly pulls cord when starting equipment.  Does not over-extend the cord or flood the machine.�
�
�
Uses only enough engine speed to do the necessary trimming.�
�
�
Operates cutter head from right-to-left while walking behind the unit.�
�
�
Avoids striking objects such as rocks, stones, or gravel.�
�
�
Performs vertical edging on valve/utility boxes.�
�
�
Edges every other week when possible.�
�
�
The nylon line is intended to cut grass and weeds only; does not use it to an edging trench along a paved surface.�
�
�
Use only the line tip to remove unwanted plant growth.�
�
�
Understands that they nylon line cutter cuts in a full circle, to the rear as well as to the front.�
�
�
Replace the line as it becomes work by loosening spool nuts on the trimmer head, pulling out and trimming new line to five inches, and tightening the spool nut.�
�
�
Does not permit the engine to operate at full throttle without a load.�
�
�
Shuts off engine correctly upon finishing a job.�
�
�
Properly secures equipment for travel.�
�
�




































Employee Signature:   _____________________________________  Employee Number:  ______





Certified Employee:  ________________________________   Date:  _________________






























































Employee Signature:   _____________________________________  Employee Number:  ______





Bemus Certified Employee:  ________________________________   Date:  _________________
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Employee Name:   _______________________





Employee Number:   _____________________





Hiring Date:  ___________________________





Account Manager:  _____________________
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