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Acknowledgment of Receipt of Training Manual

I, _______________________________________, acknowledge receipt of the Foreman Training Program.  I also acknowledge a full and complete understanding that this manual and all of 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 he 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 beginning the Foreman Training Program!

This training program will provide you with a lot of responsibility, challenge, and professional status.  It will help you improve your horticultural knowledge, supervisory skills, and process efficiency.  The Foreman Training Program consists of the following content areas:
I. Safety Certification
II. Advanced Supervision 

1) Leadership
2) Work Quality
3) Customer Service
4) Safety
5) Equipment Management

6) Organization and Administration
III. Field Operations Management
1) Managing Plant Materials
2) Handling Hazardous Materials

3) Pest Control

4) Weed Control

5) Fertilizing
6) Managing Irrigation Systems
IV. Quality Counts Training 
1) Flowers

2) Turf 

3) Slopes

4) Groundcover

5) Shrubs

6) Trees

7) Irrigation
8) General
V. Job Sequencing 
1) Yard Dispatch

2) Job Site

3) Yard Return
Certification in those areas will require a lot of your time, effort, and hard work.  But I know you can do it.  By achieving Foreman certification, you are sending a strong message that you want to be viewed as a leader, role model, and top performer.  I want you to be viewed that way too.

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.

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 Account Manager 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 Account Manager 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 Foreman, you are expected to become certified in Safety, Advanced Supervision, Field Operations Management, Quality Counts, and Job Sequencing.
I. Safety Certification
II. Advanced Supervision 

A. Leadership
B. Work Quality
C. Customer Service 

D. Safety

E. Equipment Management

F.    Organization and Administration
III. Field Operations Management
A. Managing Plant Materials

B. Handling Hazardous Materials

C. Pest Control

D. Weed Control

E. Fertilizing
F.    Managing Irrigation Systems
IV. Quality Counts

A. Flowers

B. Turf 

C. Slopes

D. Groundcover

E. Shrubs

F.    Trees

G. Irrigation
H. General
V. Job Sequencing 

A. Yard Dispatch

B. Job Site

C. Yard Return and Preparation for the Next Day
High quality work, strong supervision, and process efficiency are the results of the Foreman Training Program.  List below the people in your branch who you know are qualified to train and certify you in the categories identified above.

1. ___________________________________________________________________________

2. ___________________________________________________________________________

3. ___________________________________________________________________________

4. ___________________________________________________________________________

Training and Certification Summary
Employee Name:  _________________________________________________________________

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

	Training/Certification Area 
	Date Completed
	Acct. Mgr. Initials        

	1. Introduction to Foreman Training Program
	
	

	2. Safety Certification
	
	

	3. Advanced Supervision Certification
	
	

	a) Leadership 
	
	

	b) Work Quality 
	
	

	c) Customer Service
	
	

	d) Safety
	
	

	e) Equipment Management
	
	

	f) Organization and Administration
	
	

	4. Field Operations Management
	
	

	a) Managing Plant Materials
	
	

	b) Handling Hazardous Materials 
	
	

	c) Pest Control
	
	

	d) Weed Control
	
	

	e) Fertilizing
	
	

	f) Managing Irrigation Systems
	
	


Training and Certification Summary
(Continued)

	Training/Certification Area 
	Date Completed
	Acct. Mgr. Initials        

	5. Quality Counts
	
	

	a) Flowers
	
	

	b) Turf
	
	

	c) Slopes 
	
	

	d) Groundcover 
	
	

	e) Shrubs
	
	

	f) Trees
	
	

	g) Irrigation
	
	

	h) General
	
	

	6. Job Sequencing
	
	

	a) Yard Dispatch
	
	

	b) Job Site 
	
	

	c) Yard Return and Preparation for the Next Day
	
	


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 Account Manager immediately, wear proper safety equipment, never perform a job that is unsafe, and notify your Account Manager 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 Account Manager 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 Account Manager 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 Account Manager.
	

	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:  __________________

Advanced Supervision Certification
As a Foreman, 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 certified.  

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. LEADERSHIP
	(

	1. Motivates crew employees and encourages them to improve their job performance.
	

	2. Has a good rapport with the crew.
	

	3. Is flexible and readily accepts changes.
	

	4. Reviews the quality of work assigned to the crew.
	

	5. Maintains that crew employees report to work on time, follow all safety rules, and takes appropriate disciplinary action when necessary.
	

	6. Is objective in reviewing crew employees’ quality of work.
	

	7. Identifies problems early and finds solutions.
	

	8. Keeps Account Manager informed of crew performance.
	

	9. Sets a good example to crew employees by having good personal work habits and a “can-do” attitude.
	

	
	

	B. WORK QUALITY
	(

	1. Has not directly caused the loss of a job due to customer dissatisfaction.
	

	2. Inspects each job site at least once each week.
	

	3. Maintains and prioritizes a complete punch list to assist in making work schedules.
	

	4. Knows and executes the QC 1-2-3 priorities to a satisfactory level every day.
	

	5. Demonstrates an understanding that quality work must be done efficiently and safety by communicating work quality standards to crew during training.
	

	6. Understands quality standards criteria for each job site.
	

	7. Maintains quality standards on all job sites.
	

	
	


Advanced Supervision Certification

(Continued)

	C. CUSTOMER SERVICE
	(

	1. Represents the company in a professional manner at all times.
	

	2. Knows customer contact person at each job site.
	

	3. Understands contract agreements of each job site and is informed regarding required services.
	

	4. Is aware of customer special requests and plans and performs work accordingly.
	

	5. Demonstrates flexibility by adjusting schedules to handle immediate customer concerns.
	

	6. Keeps Account Manager informed about complications with a job or customer.
	

	7. Recognizes when it becomes necessary to involve the Account Manager to solve a problem.
	

	
	

	D. SAFETY
	(

	1. Conducts weekly Safety Tailgate meetings with crew.
	

	2. Attends monthly Foremen meetings.
	

	3. Trains crew in safety practices and reinforces learning by being a good role model.
	

	4. Follows company discipline procedures if safety rules are broken.
	

	5. Routinely inspects all job sites for unsafe working conditions and potential hazards.
	

	6. Corrects safety hazards immediately when seen.
	

	7. Does not back-up truck in the mornings to pull out of a parking space.
	

	8. Does not turn on truck in the morning to “warm it up.”
	

	
	

	E. EQUIPMENT MANAGEMENT
	(

	1. Is certified in truck and trailer operation.
	

	2. Follows all safety regulations regarding equipment operation and trains crew to do the same.
	

	3. Does not permit the use of unsafe equipment.
	

	4. Makes only those repairs and adjustments in the which are authorized.
	

	5. Reports all equipment problems to the Account Manager using correct forms and procedures.
	

	6. Practices preventive maintenance procedures.
	

	7. Maintains a clean and orderly truck and trailer.
	

	8. Does not leave truck unattended.
	


	F. ORGANIZATION AND ADMINISTRATION
	(

	1. Effectively prioritizes punch list during work scheduling.
	

	2. Schedules work for crew during the afternoon, prior to each day.
	

	3. Completes and submits required paperwork accurately and on time.
	

	4. Plans work to ensure efficient use of labor.
	

	5. Correctly completes and uses the following forms appropriately:
	

	a) Time Sheet
	

	b) Monthly Vehicle Maintenance Form
	

	c) Weekly Equipment Inspection Report
	

	d) Weekly Trailer Inspection Form
	


Employee Signature:   ____________________________________  Employee Number:  ____________

Certified Employee:  _______________________________   Date:  _______________________

Monthly Vehicle Maintenance Form

Cada Mes Requiere Una Inspección Del Vehiculo

Vehicle/Vehiculo #:  ________________________   




Branch/Yarda:  ____________________________   

Date/Fecha: ______________________________

	(
	Maintenance Item

	
	Vehicle Tire Pressure / Presion de las Llantas del Vehiculo 

	
	Trailer Tire Pressure / Presion de las Llantas del Trailer

	
	Vehicle is Washed / Vehiculo Lavado

	
	Visual Inspection of Vehicle / Inspeccion Visual

	
	· Hood / Cofre

	
	· Grill / Parrilla

	
	· Windshield, Windows, and Mirrors / Parabrisas, Ventanas, y Espedos

	
	· Passenger Front Quarter Panel / Parte Frontal Lado del Pasajero

	
	· Passenger Side Panel / Costado Lado del Pasajero

	
	· Passenger Rear Quarter Panel / Parte Trasera Lado del Pasajero

	
	· Rear Panel and Tailgate / Parte Trasera

	
	· Driver Rear Quarter Panel / Parte Trasera Lado del Chofer

	
	· Driver Side Panel / Costado Lado del Chofer

	
	· Driver Front Quarter Panel / Parte Frontal Lado del Chofer 

	
	Other/Otros:


Remarks / Observaciones:  _______________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Employee Name /Nombre del Empleado:  ___________________________________________________________   

Employee’s Signature / Firma del Employee:  ________________________________________________________

Employee Number/Numero del Empleado:  __________________________________________________________









                                           Revised 2/18/09

Weekly Equipment Inspection Report

Inspección Semanal de Maquinaria

Operator/Operador:  ________________________      Equipment #/# de Equipo:  _________            Date/Fecha: ___________    
Equipment Hours/Horas en el Equipo:  _________       Equipment Worked Days/Dias Trabajados  en el Equipo: ____________

Superintendent:  ________________________________                  Location/Localizacion: ____________________________

Use “X” if not satisfactory / Use “X” si no este satisfactorio.   Specify Priority as High “H”, Medium “M”, or Low “L”/ Especifique la Prioridad como Urgente “U”, Mediourgente “M”, o No Urgente “N”

	Work required

Trabajo requerido
	Explain any defects

De explicacion sobre cualquier defecto
	Priority

Prioridad

	
	Service to Engine / Servicio al Motor
	

	
	Transmisión / Transmisión
	

	
	Clutch / Embragué
	

	
	Steering / Mecanismo de la Dirección
	

	
	Horn / Bocina
	

	
	Back-up Alarm/Alarm Trasera
	

	
	Lights and Reflectors / Luces y Reflectores
	

	
	Brakes / Frenos
	

	
	Parking Brakes / Frenos de Estacionamiento
	

	
	Trailer Brakes / Frenos del Remolque
	

	
	Tires / Llantas
	

	
	Spare Tires / Llanta de Refaccion
	

	
	Battery and Electrical / Batteria y Electrico
	

	
	Seat Belt / Cinturon de Seguridad
	

	
	Hydraulic Hoses / Mangeras Hydraulicas
	

	
	Greased / Engrasado
	

	
	Nipples and Fittings/ Nipples y Graseras
	

	
	Owner’s Manual is attached / El Manual del Dueno está unido
	

	
	Other / Otros:
	


Remarks / Observaciones:  _______________________________________________________________________________

______________________________________________________________________________________________________

______________________________________________________________________________________________________

Operator’s Signature / Firma del Operador:  ____________________________________     Phone #:  ____________________

Mechanic’s Signature / Firma del Mecánico:  __________________________________________________________________


	
	


Weekly Trailer Inspection Form

	Today’s Date:
	
	Inspected By:
	

	Trailer Number:
	
	Assigned To:
	

	
	
	
	

	Mark Inspected Items as either Pass or Fail

	Couplers:
	
	
	
	

	
	
	Ball Coupler
	
	Mounting Bolts

	
	
	Pintle Coupler
	
	Mounting Pins

	
	
	Hitch
	
	Welds

	
	
	5th Wheel Pin and Plate
	
	

	
	
	
	
	

	Connections:
	
	
	
	

	
	
	Electrical Plug
	
	Gladhands

	
	
	Electrical Cord
	
	Air Lines

	
	
	Breakaway Leash
	
	Hydraulic Couplers

	
	
	Safety Chains
	
	Hydraulic Lines

	
	
	
	
	

	
	
	
	
	

	Brakes:
	
	
	
	

	
	
	Function Test (Electric Type)
	
	Electrical Controller

	
	
	Adjustment
	
	Electrical Wiring and Mounting

	
	
	Lining Condition
	
	Battery

	
	
	Brake Fluid Level
	
	Breakaway Device

	
	
	Brake Lines
	
	

	
	
	
	
	

	Suspension:
	
	
	
	

	
	
	Springs
	
	Equalizers

	
	
	U-Bolts
	
	Bearings/Hubs & Lugs

	
	
	Spring Mounts
	
	Tires, including Spare

	
	
	
	
	

	
	
	
	
	

	Structure/Other:
	
	
	
	

	
	
	Frame
	
	Mounting Points

	
	
	Bed
	
	Gate

	
	
	Ramps
	
	Tongue Jack/Landing Gear

	
	
	Lights and Reflectors
	
	License Plate

	
	
	Rack
	
	Wheel Chocks

	
	
	Registration
	
	

	
	
	
	
	

	Trailer is in Satisfactory Condition:  ___________
	
	

	
	
	
	
	


Comments:   

	

	


Field Operations Management 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.   MANAGING PLANT MATERIALS 
	(

	1. Can identify at least 15 trees commonly used in their landscape geographical area. 
	

	2. Can identify at least 35 shrubs commonly used in their landscape geographical area.
	

	3. Can identify at least 10 commonly used types of ground cover.
	

	4. Can identify at least 15 annual color plant materials commonly used in their landscape geographical area.
	

	5. Can identify insects and diseases that attack trees, shrubs, and color plant materials in their area.
	

	6. Plans for planting by having the proper tools, soil amendments, staking materials, and plants.
	

	7. Designs color beds correctly and orders materials needed for a change-out.
	

	8. Demonstrates the correct planting of nursery stock including:
	

	a) Hole preparation
	

	b) Removal of plant from container 
	

	c) Layout of plant materials (spacing)
	

	d) Placing root ball at correct height
	  

	e) Adding soil amendments
	

	f) Adds planting tabs when appropriate
	

	g) Back-filling hole correctly
	

	h) Staking plants and trees
	

	i) Watering after planting
	

	j) Clean up after planting
	


Field Operations Management Certification

(Continued)

	B.  HANDLING HAZARDOUS MATERIALS 
	(

	1. Is certified in the use of the 3-gallon sprayer.
	

	2. Mixes and applies the correct amount of chemicals during application.
	

	3. Uses lockable storage containers to transport chemicals in.
	

	4. Wears prescribed safety gear when mixing or applying chemicals.
	

	5. Labels all chemicals used or transported.
	

	6. Disposes of chemicals as required by law.
	

	7. Cleans equipment before returning it to storage.
	

	8. Knows the location of and proper use of the MSDS binder.
	

	9. Demonstrates the knowledge of how to clean up a hazardous chemical spill.
	

	
	

	C. PEST CONTROL
	(

	1. Can identify damage caused by the following sources: 
	

	a) Snails and slugs
	

	b) Gophers
	

	c) Ground Squirrels
	

	d) Rats 
	

	e) Rabbits
	

	2. Can bait and trap rodents.
	

	3. Properly applies snail and slug bait.
	

	4. Properly removes and disposes of trapped pests.
	

	5. Has a prevention, maintenance, or follow-up pest control plan for each job site.
	

	6. Can identify and control the following pests: 
	

	a) Aphids
	

	b) Mites
	

	c) Scale
	


Field Operations Management Certification
(Continued)

	D. WEED CONTROL
	(

	1. Can identify at least 10 varieties of common weeds and uses the best method of control.
	

	2. Sprays or pulls weeds as appropriate.
	

	3. Follows procedures when ordering chemical applications.
	

	4. Knows when, why, and how to use the following herbicides for weed control:
	

	a) Round-Up Pro
	

	b) Fusilade II
	

	c) RonStar
	

	d) Turflon Ester
	

	
	

	E. FERTILIZING
	(

	1. Identifies symptoms in the appearance of plants and turf suffering from fertilizer deficiency,
	

	2. Properly plans for and orders fertilizer applications.
	

	3. Keeps fertilizers of walkways to prevent staining.
	

	4. Properly waters after fertilizer applications.
	

	5. Adjusts fertilizer spreaders to apply the correct amount evenly.
	

	6. Follows a regular schedule in applying fertilizers.
	

	7. Applies fertilizers properly and carefully to prevent burns.
	

	8. Knows when, where, why, and how to use the following fertilizers:
	

	a) Turf Royale 21-7-14
	

	b) Nitra King 21-4-4
	

	c) Turf Supreme 16-6-8
	

	d) Lebanon Proscape 32-3-6
	

	e) Super Iron Top Dress 21-5-6
	


Field Operations Management Certification

(Continued)

	F. MANAGING IRRIGATION SYSTEMS
	(

	1. Is certified in Irrigation Systems Management.
	

	2. Sights and reports irrigation problems that may cause water to be wasted.
	

	3. Makes irrigation repairs promptly.
	

	4. Is able to program and monitor all irrigation controllers on their jobs.
	

	5. Can identify the irrigation products of at least four manufacturers.
	

	6. Can repair a main line up to 3”.
	

	7. Can identify and name parts and fittings used in an irrigation system.
	

	8. Can re-wire and repair valves.
	

	9. Repairs and replaces sprinkler heads correctly.
	

	
	


Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________
Quality Counts 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. FLOWERS 
	(

	1. Understands the importance of seasonal color to customer satisfaction and job quality.
	

	2. Applies appropriate amount of soil preparation and amendments into planters.
	

	3. Applies correct amount of fertilizer based on square footage.
	

	4. Demonstrates proper layout by using correct color in correct locations.
	

	5. Plants flowers at the proper depth and spacing levels.
	

	6. Cleans up appropriately and removes plant names tags when done planting.
	

	7. Removes dead blossoms immediately and appropriately.
	

	8. Properly demonstrates tip pruning to force lateral growth.
	

	9. Removes dead plants properly, leaving even-soil without any holes in the ground.
	

	10. Ensures proper moisture levels are maintained.
	

	11. Recognizes common pests, their damage to flowers, and how to deal with them.
	

	12. Ensures all planters are weed free.
	

	
	

	B. TURF
	(

	1. Knows proper fertilizer application rates and applies fertilizer correctly.
	

	2. Understands mow patterns and applies them correctly where appropriate.
	

	3. Understands mowing heights required during different seasons. 
	

	4. Identifies weeds and brings them to the attention of the Account Manager immediately.
	

	5. Demonstrates proper turf detail (e.g., trees, obstacles), using correct equipment.
	

	6. Demonstrates proper edging procedures by using edging equipment correctly (no weed-eaters).
	

	7. Cleans up mow areas; removes debris after mowing, edging, and detailing.
	

	
	

	C. SLOPES 
	(

	1. Demonstrates proper weed control procedures (e.g., pre-emergent/post-emergent applications).
	

	2. Cleans V-Ditches (e.g., V-inlets, crater basins, area drains) properly.
	

	3. Performs proper production pruning procedures.
	

	4. Recognizes dead or inferior plants and knows how to deal with them.
	

	5. Removes dead plants appropriately (e.g., leaves no holes or stumps after removal).
	

	6. Knows proper fertilizer application practices.
	


Quality Counts Certification

(Continued)
	D. GROUNDCOVER
	(

	1. Knows how and when to use bevel edging.
	

	2. Can renovate selected groundcovers.
	

	3. Delineates groundcover from shrubs.
	

	4. Demonstrates proper fertilizer application procedures.
	

	5. Demonstrates proper herbicide application procedures.
	

	6. Knows proper weed control procedures (e.g., pre-emergent, spot spraying, loading, mixing, PPE).
	

	
	

	E. SHRUBS
	(

	1. Demonstrates proper cane pruning of Nandina and Abelia.
	

	2. Performs de-formalization pruning practices, correctly.
	

	3. Demonstrates informal pruning practices, correctly.
	

	4. Demonstrates hedging practices with no “dingle ball” pruning practices.
	

	5. Prunes like shrubs to like heights.
	

	
	

	F. TREES
	(

	1. Can stake a tree properly; knows how to determine if a tree needs a stake.
	

	2. Uses PPE when staking and pruning a tree (e.g., eye protection, helmet, gloves).
	

	3. Consistently performs three-point cut process.
	

	4. Understands and practices targeted branch collar pruning.
	

	5. Can safety prune.
	

	6. Capable of class-one pruning.
	

	7. Can remove deadwood and cross-branches.
	

	8. Recognizes dead and inferior trees and how to deal with them.
	

	
	

	G. IRRIGATION
	(

	1. Can perform repairs to heads, laterals, and main lines.
	

	2. Can repair and replace a valve.
	

	3. Can schedule controllers to the correct settings for appropriate watering.
	

	4. Conducts basic trouble-shooting of irrigation system; can determine most causes.
	

	5. Recognizes symptoms of over-watering and under-watering, and takes appropriate action.
	


Quality Counts Certification
(Continued)
	H. GENERAL
	(

	1. Treats horizon weeds to the property and keeps them at 4” or less at all times.
	

	2. Understands that curbs and seams on our property boundary must be kept weed free.
	

	3. Removes all trash and debris immediately, especially in key marketing corridors.
	

	4. Reviews the job before leaving and makes certain there are no service errors.
	

	5. Leaves no burlaps, equipment, or tools upon departure.
	

	6. Knows key areas to focus on (e.g., green grass, beautiful flowers, staking, no weeds, trash, or dead plants). 
	

	7. Knows customer’s key areas of importance (e.g., marketing corridors, housekeeping, safety).
	

	8. Can bring a job to a score of at least 85-90 within one good visit without using extra labor.
	


Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________
Job Sequencing 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. YARD DISPATCH
	(

	1. Gets out of yard within 15 minutes or less.
	

	2. Truck and trailer are in proper working order.
	

	3. All equipment, tools, and gas cans are properly secured to avoid falling out of the truck or trailer.
	

	4. Has daily assignments with clear objectives and time expectations to complete them.
	

	5. Job expectations are clearly understood.
	

	6. All needed tools, materials, and equipment are loaded from the night before; where possible.
	

	7. Has Quality Counts scores for all jobs that will be visited that day.
	

	8. Knows QC 1-2-3 priorities for the day.
	

	9. Takes most efficient route to the job site; does not stop for gas, coffee, or ice in the morning.
	

	
	

	B. JOB SITE
	(

	1. Has a rotation map of the job.
	

	2. Knows budgeted time to complete tasks and completes all tasks within budgeted time.
	

	3. Knows who does what, and in what order.
	

	4. Parks the vehicle properly (e.g., unobtrusive location, close to curb, cones set).
	

	5. Equipment is unloaded from truck and/or trailer efficiently and staged correctly.
	

	6. Flags broken irrigation heads and irrigation issues upon previewing job site.
	

	7. Completes base activities before mowing, if appropriate.
	

	8. Mows in detail areas, before customer cars arrive.
	

	9. Mows majority of areas with largest machine.
	

	10. Demonstrates proper edging with a stick edger.
	

	11. Conducts proper clean up.
	

	12. Gas is filled during the day when needed at designated stations; drops off workers to get the job started and then gets fuel.
	

	13. Loads truck and trailer properly at the end of the day.
	

	14. Gas for vehicle is recorded separately from fuel for equipment.
	

	15. Before leaving the job, reviews checklist for:  piles of debris, burlaps, clean-up, running water, leaks, flower beds, weed free corridors and entrances, no dead plants, safety issues, fallen trees needing staking or removal
	

	16. Seeks ways to improve production and brings them to the attention of the Account Manager.
	


Job Sequencing Certification
(Continued)
	C. YARD RETURN AND PREPARATION FOR THE NEXT DAY
	(

	1. Debris is unloaded in appropriate bins (e.g., green waste vs. regular).
	

	2. Equipment needing repair is checked in with mechanic.
	

	3. Loads materials (e.g., mulch, fertilizer, plants, chemical, irrigation) for next day’s use.
	

	4. Truck and trailer safety check is performed.
	

	5. Truck and trailer are backed in correctly to make next day departure easy.
	

	6. All equipment is gassed, properly secured, and ready for the next day departure.
	

	7. Informs Account Manager about job updates and completed Quality Counts items. 
	

	8. Blades for mowers are replaced as needed.
	

	9. Keys are placed in the key box.
	


Employee Signature:   _____________________________________  Employee Number:  ______

Certified Employee:  ________________________________   Date:  _________________
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