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	Acknowledgment of Receipt of Training Manual

I, _______________________________________, acknowledge receipt of the Leadman 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 to for all damages that may occur as a result of my violating any of the conditions stated above.

Employee Name (Print):  ___________________________________________________________

Employee Signature:   _____________________________________________________________

Date:  __________________________________________________________________________




	Introduction

Congratulations on completing the Gardener 2 Training Program!  You are doing a great job improving your job performance by achieving all the certifications contained within that program.  

With that skill set behind you, it is time to focus on the next set of training content for you to accomplish. The skills and information that a Leadman should already have include the following:

· Able to read and write, preferably in English

· A consistent work history demonstrating safe work habits

· The consistent ability to complete job assignments efficiently, with little or no supervision, and build team morale.  

In addition to those requirements, a Leadman is also responsible for the following skill set:

I. Safety Certification

II. Basic Supervision 

1. Field Operations

2. Crew Supervision and Training

3. Crew Safety 

4. Communication

III. Horticultural Skills

1. Irrigation Systems Management

2. Advanced Pruning

IV. Equipment Operation

1. Truck and Trailer

2. Large Riding Mower

3. Aerator

Certification in those four areas clearly demonstrates your commitment to improving yourself, those around you, and the quality of work performed by the Company.  The Leadman Training Program is difficult, but I have confidence that you will do a great job!

Keep up the good work and thanks for being such a motivated member of our team!

Sincerely,

President




	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 Training 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?

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

2. 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.

3. 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.

4. 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.




	Training and Certification List

As a Leadman, you are expected to become certified in Safety, Basic Supervision, Horticultural Skills, and Equipment Operation.
I. Safety Certification

II. Basic Supervision 

A. Field Operations

B. Crew Supervision and Training

C. Crew Safety 

D. Communication

III. Horticultural Skills
A. Irrigation Systems Management

B. Advanced Pruning

IV. Equipment Operation

A. Truck and Trailer

B. Large Riding Mower

C. Aerator

High quality work, outstanding customer service, and strong supervision of work crews are results of the Leadman Training Program.  List below the people in your branch who you know are qualified to train and certify you in Basic Supervision, Horticultural Skills, and Equipment Operation.

1. ___________________________________________________________________________

2. ___________________________________________________________________________

3. ___________________________________________________________________________

4. ___________________________________________________________________________

5. ___________________________________________________________________________




	Training and Certification Summary
Employee Name:  _________________________________________________________________

This sheet summarizes the training and certification programs completed by the Leadman.  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 Foreman Training Program.

Training/Certification Area 

Date Completed

Foreman Initials        

1. Introduction to Leadman
2. Safety Certification
3. Basic Supervision Certification

a) Field Operations 

b) Crew Supervision and Training 
c) Crew Safety

d) Communication

4. Horticultural Skills Certification

a) Irrigation Systems Management
b) Advanced Pruning
5. Equipment Operation Certification

a) Truck and Trailer
b) Large Riding Mower

c) Aerator



	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

1. Using or working under the influence of alcohol or narcotics during the workday.

   A

2. 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

3. When using edgers, weed-eaters, grinders, and chainsaws you must wear eye protectors, goggles or shields. 

   B

4. When using chainsaws or blowers, ear protection must be worn.

   B

5. Engine-running adjustments must be made only by authorized employees who have been trained in this function.

   B

6. When mixing or spraying herbicides or pesticides, read and follow all label instructions and if necessary, wear gloves.

   B

7. Report all accidents to your Foreman immediately, regardless of whether medical attention is required.

   B

8. Wear the orange safety vest at all times when working.

   B

9. 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

10. Wear over-the-ankle boots; no tennis shoes are allowed.

   C

11. Demonstrate proper lifting procedures.

   C

12. Wears seat belts at all times when in a company vehicle.
   C




	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.
A. GENERAL SAFETY INFORMATION 

(
1. Can recite or write the 12 safety rules as outlined in this manual.

2. Knows who the Branch Human Resources Manager is.

3. Actively participates in all tailgate safety meetings.

B.  PERSONAL PROTECTIVE EQUIPMENT

(
Properly wears the following safety equipment:

1. Safety Vest

2. Eye Protection

3. Hearing Protection

4. Seat Belts

5. Over the Ankle Boots

6. Gloves

C.   PERSONAL SAFETY RECORD

(
1. Continues to have an accident-free record.

2. Has recognized and reported unsafe conditions to the Foreman.

3. Demonstrates an understanding of how to perform each assignment in a safe manner.
4. Demonstrates a commonsense attitude toward work and does not take chances.

Employee Signature:   ____________________________________  Employee Number:  ______

Certified Employee:  _______________________________  Date:  __________________




	Basic Supervision Certification
As a Leadman, it is expected that you will know what it takes to get the job done in addition to just “doing the job” with a high degree of Quality and Efficiency.  Listed below are the specific work habits that you must consistently demonstrate before being considered for advancement to the Foreman position.  

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. FIELD OPERATIONS
(
1. Demonstrates a working knowledge of plant materials common to the area with regard to soil, exposure, and water.
2. Has successfully changed color beds including soil preparation, spacing, planting, and clean up.
3. Routinely surveys the site for problems such as dead or dying plants, poor color, pest or weed problems, and poor fertilization.
4. Safely applies snail baits and liquid pesticides using a 3-gallon or backpack sprayer.
5. Can perform intermediate irrigation skills and can schedule controllers and make repairs from the valve out.
6. Properly prunes plants and small trees for structure, shape, and repair.

7. Knows route and scope of work to be done at each site.

8. Changes mow patterns on a weekly basis.

9. Organizes work at each site so that it is done efficiently.

B. CREW SUPERVISION AND TRAINING

(
1. Demonstrates leadership potential and can supervise up to five employees efficiently.

2. Can organize and supervise a crew in the absence of a Foreman.

3. Reports unsatisfactory work or unsafe employee practices to the Foreman.

4. Supervises the loading and unloading of a crew work truck and trailer.

5. Can train employees who are at the Gardener 1 and 2 training levels.

C. CREW SAFETY
(
1. Attends all Tailgate Safety meetings.

2. Can conduct a Tailgate Safety meeting in the absence of his Foreman.

3. Works safely and monitors the work practices done by crew for safety.

4. Can recite the name and location of the nearest medical facility to each job site.

5. Performs a safety check on the truck and trailer each day.




	Basic Supervision Certification

(Continued)

D. COMMUNICATION
(
1. Reports information about the job to the Foreman on a daily basis.
2. Accurately shares punch list information for each job site to the Foreman.
3. Accurately shares irrigation system information for each job site to the Foreman.
4. Accurately shares plant or turf problems for each job site to the Foreman.
5. Accurately shares customer contacts, complaints, or concerns for each job site to the Foreman.
6. Accurately shares vehicle and equipment status information to the Foreman.
7. Accurately shares crew activities (e.g., training, safety, illness, absenteeism, or vacation) to the Foreman.

Employee Signature:   ____________________________________  Employee Number:  ____________

Certified Employee:  _______________________________   Date:  _______________________



	Horticultural 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.   IRRIGATION SYSTEMS MANAGEMENT 
(
1. General
a) Has attended the Irrigation Training PowerPoint class.
b) Understands the urgency for making needed repairs to the irrigation system, especially during the warmer months.
c) Recognizes products from different manufacturers.

d) Knows correct names for irrigation system parts.

e) Has not lost any plants due to minor irrigation adjustments.
f) Understands the importance of having routine irrigation system inspections to avoid problems.
2. Recognizes Problems
a) Recognizes stress in turf and other plants caused by lack of water and takes appropriate action to remedy the problem. 

b) Recognizes when irrigation heads are fogging, partially clogged, or are wetting areas they should not.
c) Reports all major irrigation problems to the Foreman immediately.

3. Making Repairs
a) Knows the location of all backflow prevention shut-offs on all of the jobs.
b) Has correctly repaired breaks in 1/2” to 2” irrigation lines.
c) Has successfully repaired a main line break.
d) Can replace heads at correct height and away from the paths of edgers near sidewalks and curbs.
e) Is able to flush a system after making repairs.
f) Demonstrates basic knowledge of, and ability to trouble shoot and repair, valve problems.
g) Can rewire a valve.
h) Is able to train others in irrigation trouble-shooting and making minor repairs.



	Horticultural Skills Certification

(Continued)

B.  ADVANCED PRUNING 

(
1. General

a) Analyzes pruning needs before starting.
b) Understands that pruning determines a plant’s condition and growth.
c) Routinely removes dead, injured, or diseased wood from shrubs and trees.
d) Removes all clippings promptly after pruning.

e) Removes terminal shoots or buds to activate below bud growth (i.e., pinching).
f) Can name at least five reasons for pruning.
g) Prunes from the inside branches, working outward.
h) Prunes trees, shrubs, and ground cover that blocks walkways, entries, and signs.
i) Promptly removes broken limbs.

2. Safety
a) Routinely sets out cones to keep the public clear from danger. 
b) Keeps pruning tools or equipment in safe areas; never leaves pruning tools unattended.

c) Demonstrates caution regarding hidden hazards such as thorns or bees.
d) Prunes lawn trees to allow for walking and mowing space.

e) Checks tree ties, stakes, and guy wires.
f) Wears goggles or safety glasses when pruning overhead.
3. Pruning Tools
a) Uses hand pruners to prune twigs and branches ½” or less in diameter.
b) Uses loppers to prune twigs and branches up to 1” in diameter.
c) Uses hedge shears for edging and shaping leafy material, small twigs, and branches.

d) Demonstrates the ability to safely use hand and power hedge shears. 

e) Routinely inspects machines before use to ensure good mechanical condition.

f) Uses sharp cutting tools for a clean cut.

g) Properly uses both hand and pole loppers.




	Horticultural Skills Certification

(Continued)

4. Pruning Techniques
(
a) Properly uses thinning as a technique to open up and simplify plant structure.
b) Uses selective pruning to create a symmetrical, yet natural appearance.
c) Has pruned elaborate shapes such as topiaries.
d) Uses shaping to create a formal, symmetric appearance, where desired.
e) Prunes flat and angular hedges slightly wider at the bottom than at the top.

f) Demonstrates an ability to prune both formally and informally.
g) Cuts heavy limbs using 3-stage cut to prevent torn wood.
h) Removes suckers from rootstock.
i) Identifies and removes water sprouts from main scaffolding.
j) Removes rubbing or crossed branches from shrubs and trees.

k) Prunes flush without leaving unsightly stubs that may permit disease.
Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________



	Truck and Trailer 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. PREVENTATIVE MAINTENANCE 

(
1. Inspects trailer hitch for problems or damage and does not drive until it is safe.
2. Inspects coupler and socket on trailer hitch for damage or excessive water.
3. Examines electrical system for visible wires, loose connections, or splices.
4. Reports bare wires in electrical system for repair to prevent possible fire.

5. Checks to see that all vehicle and trailer lights are working prior to driving.

6. Reports fatigue, stress cracks, or excessive rust in framework.

7. Routinely inspects tires for loose lug nuts, proper tire pressure, or excessive wear and reports needed repairs to the Foreman immediately.

8. Verifies that the trailer or hydraulic crank is in good working order.

B. HOOKING A TRAILER TO A TRUCK
(
1. Uses two men, one directing and one driving to hook the truck to the trailer.
2. Uses hydraulic crank to raise the trailer to the appropriate height.
3. Stands with feet out from under the trailer hitch in case of collapse. 
4. Securely locks lever lock.

5. Hooks safety chains, in a crossing manner, to the truck frame and not the bumper.

C. DRIVING 

(
1. Turns corner widely to clear trailer.
2. Compensates for the truck’s sluggish response while towing, by properly timing passing and pulling out into traffic.
3. Allows enough room for trailer wheel wells when passing.

4. Eases on brakes and does not slam them to avoid jack-knifing.

5. Keeps adequate distance from the vehicle in front of them to avoid having to slam on the brakes.
6. Demonstrates the ability to regain control when a trailer begins to sway by gradually letting off the accelerator and not applying the brakes.



	Truck and Trailer Certification

(Continued)
D. BACKING UP A TRAILER
(
1. Demonstrates an understanding that while backing-up, the trailer goes in the opposite direction of the truck.
2. Maneuvers the steering wheel in small movements to avoid sudden movements that may cause jack-knifing.
3. Backs up slowly, checking mirrors frequently.
4. Has demonstrated the consistent ability to back-up a trailer properly.
5. Always uses a spotter when backing up a trailer.

E. LOADING A TRAILER

(
1. Loads truck only to the proper maximum capacity.

2. Distributes weight properly by placing heaviest objects directly over the wheels and lighter objects in front of and behind the wheels.

3. Loads trailer so that there are no objects hanging over the edges or out of the back, and when it is absolutely necessary to allow a long load to hang out of the back, ties a red flag on the end of the object.

4. Uses a tarp when towing things that could fly out of the trailer.

Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________




	Large Riding 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 

(
1. Begins pre-start check by making sure the power take-off is disengaged and the engine is shut off.
2. Is familiar with all of the controls and their functions; is able to stop the engine.
3. Checks for loose nuts, bolts, and screws, and makes sure that all guards and shields are in place.
4. Verifies all moving parts (e.g., belts, pulleys, chains) are in good condition.
5. Checks the oil, gas, and air filter before starting the unit each day.

B. HANDLING FUEL
(
1. Uses clean fuel and funnel for filling gas tank.
2. Does not refuel over planted surfaces.
3. Does not smoke while handling fuel. 
4. Does not refuel a hot or running engine.

5. Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.

6. Moves at least 10 feet away from fueling point before starting engine.
7. Always stores fuel in an approved container.
C. ROUTINE MAINTENANCE
(
1. Inspects the blades often and recommends their replacement if they appear to be dull or do not cut the lawn properly.
2. Makes sure that mower tires are always inflated to the appropriate standard.

3. Verifies that the mower brakes are working properly and recommends they be fixed if the mower does not stop as intended.

4. Lubricates wheels approximately every 25 hours of use.
5. Changes oil approximately every 25 hours of use. 
6. Services air filter every 25 hours of use.

7. Cleans spark plugs after every 25 hours of use.




	Large Riding Mower Certification

(Continued)

D.   MOWER OPERATION 
(
1. Disengages blade clutch and puts Forward speed control in neutral position before starting the engine.
2. Always keeps feet on footrest when mower is moving and/or when blades are rotating.
3. Always uses the seat belt.

4. Only starts the machine when sitting on the seat. 
5. Always cuts grass across slopes; never up and down a slope.
6. Sets rear tires as wide as possible to lessen possible rollover.

7. Does not operate the mower at an unsafe angle on a slope; avoids making sharp turns; is aware of all tipping hazards.

8. Sets blade height to the appropriate level to mow grass correctly, before starting the engine.

9. Does not touch any part of the engine while it is running.

10. Wears proper PPE (e.g., eye/ear protection, gloves, dust mask) when appropriate.
11. Does not lift or tilt the mower in any way while it is running; keeps hands and feet away from the blade.
12. Inspects area for possible hazards (e.g., rocks, roots, holes) prior to mowing.

13. Disengages blade drive when driving mower over pathways, sidewalks, or gravel.

14. Is aware of pedestrians, pets, and vehicles when operating the mower.

15. Never adjusts blade cutting height when blades are rotating.

16. Does not allow riders on the mower.

17. Does not use the mower to transport burlaps or other equipment.

18. Only stops the mower on a flat surface

19. Disengages the power take off, turns off the engine, sets the brakes, and removes the key before dismounting from the mower.

20. Loads, unloads, and transports the mower properly. 

E.   TROUBLE-SHOOTING IN THE FIELD
(
1. When engine does not start:  checks for fuel, bad spark plug, or loose spark plug wire.
2. When engine has no power:  checks for dirty air filter or plugged vent with no gas cap.  
3. Reports all other problems to Foreman immediately.
Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________




	Aerator Certification
A. PRE-START CHECK 

(
1. Inspects tines to make sure they are not missing, cracked or bent.
2. Checks for proper oil level, gas, and grease, and tire pressure.
3. Checks controls, ignition switch, throttle, choke, latch lock lever, clutch lever, and handle bar.
4. Checks all moving parts and fasteners.

B. HANDLING FUEL

(
1. Uses clean fuel and funnel for filling gas tank.

2. Does not refuel over planted surfaces.

3. Does not smoke while handling fuel. 

4. Does not refuel a hot or running engine.

5. Handles fuel carefully, avoids spills, wipes unit dry, and tightens fuel cap before starting engine.

6. Moves at least 10 feet away from fueling point before starting engine.

7. Always stores fuel in an approved container.

8. Uses clean fuel and funnel for filling gas tank.

C. OPERATION

(
1. Makes sure the fuel shut-off valve on the bottom of the tank is open.

2. Makes sure ignition unit is in raised position. 

3. Moves ignition switch to “ON,” pulls recoil starter, and chokes the engine as needed.

4. Slowly pulls back on clutch level to transport.

5. Releases clutch lever, lowers units, and pulls back on clutch lever to start aerating.

6. Operates unit across slopes or at a 45-degree angle.

7. Never crosses hard surface with tines down.

8. Stays behind the handle and away from beneath the unit.

9. Always maintains secure footing and balance.

10. Presses down on the handlebars while making turns.

11. Uses extreme care when operating near others.

12. Does not touch any part of the engine while it is running.

13. Properly stores aerator on the trailer for travel.

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




	Aerator Certification

(Continued)
D. ROUTINE MAINTENANCE 
(
1. Does not perform any maintenance while the engine is running.
2. Removes and isolates spark plug wire before performing maintenance.
3. Removes and thoroughly cleans tines after each use.
4. Cleans unit with water after engine has cooled down following each use.

5. Properly lubricates grease fittings every 8 hours of use.

6. Keeps drive belts free of oil and dirt.

7. Checks the oil with the engine in a level position.

E. TROUBLE-SHOOTING IN THE FIELD
(
1. When engine will not start, checks for fuel, spark plug, a loose spark plug wire.

2. If aerator will not move, checks V-belts or roller chain.

3. Reports all other problems to Foreman immediately. 

Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________
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