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CODE OF PRACTICE
Introduction

The aim of this is to regulate & standardise our work so that no matter who carries out the work or garden care within a garden that’s it’s the same quality throughout & that each van/team uses the SYSTEM.  The SYSTEM is going to be listed below & is important that it is adhered to.   For now it’s the DC ltd systems, but with expansion on the horizon, a more formal system may be implemented. An example of a more formal system is Bord Bia Q mark or ISO 9002
1. Hours of Work

Work to start on site at 8 & finish at 16.45. This is an 8 hr working day plus 15 min break & half hr lunch. This is somewhat flexible but 8 hrs must be worked to be paid for a full day.  If the day runs short, leaflets are provided to drop to nearby houses or vans washed & machines maintained.

We have to abide by the swings & roundabouts rule.  ie. If a day runs short one day, it is expected that if a day runs over the next that the job will be completed.  This does not happen often but it important we are aware of this

2. Carrying out the Job

We are a time/labour based company.  There’s not a lot of materials we provide apart from the machinery, vans & diesel required to carry out the works.  The way we do the hours/packages are as follows.

Bronze
-
1.5 hrs x 2 men


Start to finish without breaking

Silver

-
3 hrs x 2 men



Start to finish without breaking.  What has happened before is that the work starts then after 2 hrs, a break had been taken.  The job is to be complete & then the break is to be taken outside of the property.  It look inefficient stopping to take a break after 2 hrs of a 3 hr job

½ day x 2 or 3 men

4 hrs x 2 or 3 men is best practice to start & after 2 hrs to take a 10 or 15 min break.  It is acceptable on a half day job (4 hrs)

Full day x 1, 2 or 3 men with waste requirements

This day is started at 8 & carries onto leaving the dumping facility at 16.45.  Breaks can be taken throughout the day when you deem necessary with a 15 min break in the morning & half hr in the afternoon.  This time is unpaid but by law it’s a requirement to have a break while taking on your working day.   
The distance the job is at will depend on what time we leave the garden at & this is known by the client also (informed by Darragh Connolly before we carry out the works for example: if we are doing a job in Bray, where the waste facility is, we would wrap up the job at 16.15 as the dump is only around the corner.  If we are working further afield ie. Blackrock we would leave the garden at 16.00 to arrive, offload & leave the waste facility at 16.45

Full day x 1, 2 or 3 men without waste requirements

 This day is started at 8 & carries onto 16.30.  The client benefits from us not having to go to offload waste with extra time on the job.  This is important that this is carried out but it doesn’t happen often

3. Quality of Work

Within our company, we are aiming for the highest standard possible in our gardens by carrying out our work efficiently, effectively, correctly & to the client’s expectations.  The main aim within our company is to carry out the work on gardens to the same standard & quality.  This will be achieved by adhering to the codes of practice laid out.

Initial calling & carrying the tools
While each client varies, this will have to be the call really of the driver (foreman) on each team.  Some clients like to be knocked into & a quick chat before the job commences.  While one person is speaking to the client the other is getting the required tools from the van to carry out the job.   One will only know if the client requires a knock with experience of each particular client.  They all differ.  For example, on my round, none require a call into.   If they need something or want a chat they’ll come out to me.
After speaking or not speaking to the client & the tools are out of the van, a quick walk around of the garden is conducted, discussing which items to be tackled that particular day.  At this point, the machinery has to be out of the way of passers-by/opportunists. 
The best way to take tools out of the van is to take exactly what is required & place it in a dedicated section of the garden.  As each garden varies, the location varies but let’s pick a place in each location where all tools go, then when used they go back to that location & then when the job is complete they go back to the van knowing that all tools are there & not scattered throughout the garden.  This area is to be known as ‘The Shed’
When the foreman is speaking to the client or assessing the requirements of the job, the other is gathering tools.  Always bring the essential.  Mower, strimmer, 2 hoes, blower, spring rakes & a tonne sack & leave at ‘The Shed’ area.  This area can be to start with in the middle of the lawn.  As tools get used the can be returned to the van or back in ‘The Shed’
Tasks:
I’m going to give this quick example:

We enter a garden, one straight away starts cutting the grass the other on a blower.  What happens next, the gardener finishes the grass, puts the mower to one side, then getting the hedge trimmer & starts cutting a shrub.  So the first operator has blown already meaning the 2nd operator has to go back over it.  The lawn has been cut & left neat but now the blower is on it which will raise up the grass leaving it untidy.  The process is wrong.  The system is wrong.  If the first gardener went in cut the shrub, the 2nd then raked up the debris while the first strimmed.  Then it would be blown, grass cut & final blown leaving it neat & tidy not as in the first example

Tasks to be taken in the following manner when undertaking maintenance programs

1. Cutback what needs doing either hedges, perennial or herbaceous material

It is best practice to cut whatever needs/requires cutting as the first task as all clippings/cuttings etc can be rakes up & blown as task 5 & 10

Hedges:
As a general rule, we try to cut all hedges in one go in our gardens but this is not always possible due to budget constraints as it takes extra visits etc.  If we can’t do all hedges at one visit, its best practice to finish a section of hedge which means sides & top on what we can do within our time frame.  This will give a finished appearance to what we have carried out.  
If we do one hedge side & top & then do the sides off the rest, to the client it looks unfinished & messy & creates problems & they wonder why it’s not finished.  They won’t understand that time & budget came into it.

When cutting hedges up to buildings/houses/sheds or any structures, there are always a few bits left where the machine can’t get to.  These should be cut using a secateurs or hedge sheers

Perennials:
Perennials should be pruned & trimmed with accordance to time of year.  Any questions can be circulated & one of the team will know or we can find out

Herbaceous:
As a general rule - floor herbaceous.  This will bring consistency to the pruning.  Some clients do specify which to cut & what times.  If they do, leave them at it but if we are to manage it – floor them. If herbaceous plants are not floored they just act as leaf collectors, making the gardens look messy, where as if they are floored they can be raked out & blown leaving a tidy leaf free finish.  An example of this is achemella mollis.  Cut half back it retains all its leaves, floor it, leaves out & nice & tidy.  

2. Rake out cuttings/leaves

If the leaves are heavy within the beds, driveway or within the garden area, its best practice to rake up the heavy of it first.  If there is heaps of leaves around the garden that are also wet it just takes too much time, wasting petrol, is heavy on the machines & generally inefficient way to operate.  Use a wide rake if on a hard surface, spring rake within bed areas, rake & pick up the heavy ready to be strimmed & blown.  All leaves that fall into hedges & the underneath has to be raked out or hand picked out.  This generally involves kneeling down & working it out from the base.  Blowing leaves in underneath is not a done practice.

3. Strim edges of lawns

There’s no point in getting rid of leaves & debris from garden then blowing & then strimming.  Strimming at this point will require further blowing which as it’s been done already is inefficient.  After raking & picking up the bulk of the debris around the garden, strim the edges so to follow the process.  

4. Blow all garden 

At this point the garden is ready for a good blow with all major debris & leaves been collected already.  Where there is mulch on the beds the power is to be reduced as to not to blow the mulch off the front of the bed.  If in time this happens, a raking of it to the front is required

5. Water garden if required

We use the water butt system of watering.  On entering the garden though, the water butt needs to be filled to be ready for now.  The most efficient & effective way to do this is using 2 watering cans, dunking them into the water butt & walking to the area to be watered.  This ensures that the quantity is known by us of how much each area has been watered.  Concentrate on specimen planting, followed by hedging followed by border planting followed by pots

6. Mowing of lawns

Mowing of the lawns now can commence, unless it’s all we concentrate on within the garden.  The mower to be checked before use to ensure there’s oil & petrol in it.  Running out of petrol mid cutting leads to petrol been spilt on the lawn, time wasting by having to walk back to get petrol then drop it back & is generally inefficient.  Mowing heights to be checked to ensure it’s correct & that it is definitely not on the lowest setting as this will just scalp & destroy the lawn.  Lawn mowing is best carried out in a different direction each visit as this will avoid wheel ruts within the lawn.  While cutting the lawn, its best to bring a tonne sack as set this up at the base of the lawn where the operator will turn.  If it’s a large lawn, emptying the bag has to be assessed for efficiency.  There’s no point in doing 2 lines then doing another one & finding out the bag in full at the top of this line.  This means the operator has to bring the bag to the base, empty & walk back to the mower.  In this case it should be emptied when ¾ full at the end of the 2nd line so saving time & being efficient.  Overfilling the bag is bad practice.  Its makes a mess for one, puts pressure on machinery & takes time to clean up.   As the operator mows, the tonne sack to be moved along with the cutting thus saving walking when bag needs emptying

7. Spraying/fertiliser of lawns

Spraying & fertilising of lawns can now be conducted following their own regulation in relation to chemical usage etc.  Only operators trained in these operations are permitted to carry out this.  Any gardener untrained to inform DC ltd if they wish to be trained up on it.

8. Spraying hard surfaces for weeds

Spraying of hard surfaces can now be conducted following their own regulations in relation to chemical usage etc.  Only operators trained in these operations are permitted to carry out this.  Any gardener untrained to inform DC ltd if they wish to be trained up on it.

9. Rake gravel driveways or area required

Where gravel is present in a garden a requirement within DC ltd is for it to be raked.  Time must be allocated for this purpose. Sometimes a garden can feel overwhelming but focusing on this front of house rather than a hedge possibly at the rear of a garden is a must.  Let’s bring back the Hotel Managers Eye.  It’s the first thing a client will notice upon their arrival.  There are 2 tools for this purpose.  First, is the 1.5 m rake which can be used & is only allowed within designer’s remit of gardens.  The second is the drag rake which is a very efficient way to rake creating nice lines within the driveway.  Where the gravel is a bigger stone, a weight such as a brick can be tied either end to weigh it down

10. Final blow
This is an important part of the process as it’s what you are presenting to the client to see.  It requires a blow of all surfaces making sure all debris is off the lawn & hard surfaces.  This can make or break a garden as if debris left around the place it just looks messy.  Remove all debris & you have a sharp garden to walk away & to be proud of.
11. Waste
All empty bags are to be taken out first, green waste (tonne bags) in & then the empty bags on top

The main thing to follow is the process to make work efficient & effective, leaving the client happy & that they got value for their money they have spent with us.  Afterall, it’s the clients we do work for that pay our wages.  They are the utmost importance within the whole operation.
Points to Note:

a. Extreme caution is to be taken with vans & tools.  Vans to be locked at all times & all tools to be brought to ‘The Shed’ area, out of sight of passers-by.  DC ltd are not responsible for tools left out of sight that are acquired

b. Fuel & chemicals to be stored away from mowers in the vans

c. Chemical records to be kept in each van

d. All machines to be fuelled up at the end of the day so ready for operation the following morning

e. Vans to be checked weekly for oil, water & coolant.  Tyres to be checked along with lights & a van walk around making sure everything is in order.  If anything is out of order, this to be reported to supervisor.  In this case, your supervisor is DC

f. Driving to be taken within speed limits & politeness on the road is essential.  The vans are signed so reputation is at stake at all times.  Drive with care.

g. That all health & safety requirements are adhered to & in accordance with our Health & Safety Statement

h. That all PPE gear is worn at all times ie boots essential.  No Boots-No Work.  If there are PPE requirements in vans DC to be informed
i. Use of Ear Phones/radio

Listening to music/radio is a great advantage to us while working but 2 earphones are a health & safety issue, in particular where there is more than 1 person carrying out the job/work in the garden.  If listening to music/radio, one ear phone to be used. 
j. Machine Repairs

Machines do break down. It is the duty of each van to inform DC of when they break & if they are going to be dropped into be repaired.  Hills Hire Centre carry out our repairs & it is on account.  Please ensure good operation methods are adhered to & mindful of machinery as repairs add up.

k. All stones & debris are picked up or blown off lawns before strimmed or mowed, reducing the risk of window breakages on the property been worked on or neighbouring properties.

l. Each van is equipped with a burner.  This should be used on the Blades of secateurs/hedge trimmers/sheers to ensure they are sterile & not carrying disease/fungi onto the next garden such as fire blight 

m. It is the responsibility of DC to ensure the correct time is allowed/allocated for each garden so that a quality job can be undertaken that both the gardener & the client can be pleased with

n. All work throughout the day to be enjoyed & with a smile on your face (
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