APPENDIX I

TEMPLATE: PRE-ARRIVAL ONBOARDING CHECKLIST
The purpose of the pre-arrival check list is when the employee arrives everything is organized and prepared in the workplace. It sets a positive tone for the new employee about how the company conducts its business and gives the employee a great start to a stage in his or her work life. 
	
	TASKS

	
	Order any tools, equipment, company workwear, personal protective equipment, etc.


	
	Arrange for cell phone, pager, computer (if required) and access to network (if required)


	
	Ensure email set up (with access or password)


	
	Ensure telephone with voicemail set up


	
	Gather phone directory, organizational chart with titles, voice mail and email instructions, job description, information about the company, policies & procedure manual 

	
	Ensure forms for payroll and benefits are prepared and ready to be completed


	
	Draft a work and training plan for the new employee’s first three months


	
	Welcome email or phone the new employee after the offer has been accepted


	
	Buddy organized and briefed


	
	Internal announcement introducing the employee


	
	Order business cards (if applicable)


	

	Organize the designated onboarder to orientate the employee on his or her start date


APPENDIX II:

TEMPLATE: ORIENTATION CHECKLIST – SAFETY

	EMPLOYEE ORIENTATION CHECKLIST

	Areas to be Covered
	Description
	Completed

	 
	 
	Yes
	No

	Company Safety Rules
	Explain safety rules that are specific to your company.
	 
	 

	Company Policies
	Explain the health, safety and wellness policies of your company.
	 
	 

	Previous Training
	Ask the employee if she/he has taken any safety training.
	 
	 

	Training
	Provide any necessary safety, environmental, compliance or policy/procedural training.
	 
	 

	Health and Safety
	Inform the health and safety specialist that a new employee has joined the company who may need safety training. Arrange for this training and education to occur.
	 
	 

	Potential hazards
	Tour your work areas and facility and discuss associated work area hazards and safe work practices.
	 
	 

	Emergency Procedures
	Show and explain how to use emergency eyewashes and showers, first aid kits, fire blankets, fire extinguishers, fire exits and fire alarm pull boxes, as applicable. Demonstrate the evacuation procedures.
	 
	 

	Toxic Products
	Identify workspaces where hazardous materials are used, stored or disposed. Provide training as necessary.
	 
	 

	Food and Beverages
	Explain that food and beverages are only permitted to be stored in refrigerators clearly labelled "FOOD ONLY".
	 
	 

	Emergency Notification Form
	Have employee complete the Emergency Notification form. Keep a copy for your files and send a copy to your Emergency Coordinator.
	 
	 

	WHMIS
	Identify the location of the Material Safety Data Sheets (MSDSs). Review the MSDSs for all hazardous materials to be used by the employee. Explain hazardous material labelling requirements. Conduct job specific training.
	 
	 

	Emergency Evacuation
	Review the company's Emergency Evacuation Plan and explain the evacuation signals and procedures, point out proper exit routes and the designated assembly area for your Branch.
	 
	 

	Personal Protective Equipment (PPE)
	Review the PPE program if the employee will be required to wear protective equipment. Issue appropriate personal protective equipment (PPE) that must be worn as required by the work being performed.
	 
	 

	In Case of Injury or Illness
	Review the reporting procedures in the event of an injury and/or accident.
	 
	 

	Health and Safety Committee
	Supply a copy of the facility telephone list with names of Safety Committee Members highlighted. Identify the location of the safety bulletin board. Explain how the employee can participate in the health and safety process (e.g., report hazards).
	 
	 

	General Rights and Responsibilities
	Explain worker rights and responsibilities as granted by legislation. (click here for details)
	 
	 

	Emergency Contact
	Provide a list of names, addresses, phone numbers and fax numbers of the persons who must be contacted in case of emergency.
	 
	 

	Document
	Maintain a record of the orientation.
	 
	 


Employee Name:________________________________
Date: _________________________________________
Supervisor's Signature:___________________________
APPENDIX III:

TEMPLATE: ORIENTATION CHECKLIST – EXTERIOR

ORIENTATION CHECKLIST - EXTERIOR

	Date:
	Trainer’s

Initials
	Employee Sign



	Read, Understand, Sign, Company Policy & employee contract


	
	

	Identify JHSC or Safety Representatives and purpose 
	
	

	Review, Understand & sign safety policy &safety guidelines;

	
	

	Uniform & completion of belongings list/personal hygiene
	
	

	Policy regarding lunch & break periods, attendance, tardiness, absence. Where to keep personal belongings (i.e. clothing, lunch, etc.)
	
	

	Communications: Cell phones and check in with office daily


	
	

	Review specific safety rules, (i.e. smoking, handling special materials);
Why applicable and the reason for each rule
	
	

	Tour of work site (discuss hazards)


	
	

	Location of fire exits and marshalling areas


	
	

	Work site clean-up rules/housekeeping

	
	

	Personal protective equipment required, issued & explanation provided as to why it must be used
	
	

	Procedure for obtaining, cleaning, repairing & replacing personal protective equipment and clothing  
	
	

	Location of first aid or medical facilities


	
	

	Identify First Aiders on Staff


	
	

	What to do in the event of an injury.  Review WSIB responsibilities -

Poster/Treatment form/Form 7/ Functional Abilities Form
	
	

	What to do in the event of a non-injury accident;
How to handle unsafe conditions-Hazard recognition, lock out/tag out & reporting
	
	

	WHMIS training and hazardous material handling
	
	

	Compliance of Pesticide Act
	
	

	Read, understand, sign, & obtain copy of Excess Hours Information
	
	

	Manual Lifting Devices Checklist


	The following is a list of equipment for various shapes and weights of objects included in Green Design Landscaping Inc. Lifting Devices Policy in the Health and Safety Policy Binder.
	
	

	Equipment                                                          Comments
	Trainer’s Initials
	Employee

Sign

	Wheelbarrow
	
	

	Carts
	
	

	Cranes
	
	

	Tree Dolley
	
	

	Other - 
	
	

	Other - 
	
	

	Other - 
	
	


APPENDIX IV

TEMPLATE: ORIENTATION CHECKLIST – OFFICE

ORIENTATION CHECKLIST - OFFICE

	Date:
	Trainer’s

Initials
	Employee sign

	Read, Understand, Sign, Company Policy & employee contract


	
	

	Review, Understand & sign safety policy &safety guidelines;
Uniform & completion of belongings list/personal hygiene 
	
	

	Identify JHSC or Safety Representatives and purpose
	
	

	Policy regarding lunch & break periods, attendance, tardiness, absence. Where to keep personal belongings (e.g. clothing, lunch, etc.)
	
	

	Communications: Cell phones and check in with office daily


	
	

	Review specific safety rules, (i.e. smoking, handling special materials)

applicable in our department and the reason for each rule
	
	

	Tour of work site (discuss hazards)


	
	

	Location of fire exits and marshalling areas


	
	

	Special Worksite clean-up rules/housekeeping

	
	

	Personal protective equipment required, issued & explanation provided as to why it must be used
	
	

	Procedure for obtaining, cleaning, repairing & replacing personal protective equipment and clothing  
	
	

	Location of first aid or medical facilities


	
	

	Identify First Aiders on Staff 


	
	

	What to do in the event of an injury.  Review WSIB responsibilities -

Poster/Treatment form/Form 7/ Functional Abilities Form
	
	

	What to do in the event of a non-injury accident;
How to handle unsafe conditions-Hazard recognition, log/tag & reporting
	
	

	WHMIS training and  hazardous material handling
	
	

	Compliance with the Pesticide Act
	
	

	Read, understand, sign, & give employee copy of Excess Hours Information
	
	

	Manual Lifting Devices Checklist

	The following is a list of equipment for various shapes and weights of objects included in Green Design Landscaping Inc. Lifting Devices Policy in the Health and Safety Policy Binder
	
	

	 Equipment                                                          Comments
	Trainer’s Initial
	Employee Sign

	Carts
	
	

	Other - 
	
	

	Other - 
	
	

	Other - 
	
	


APPENDIX V

TEMPLATE: EXTERNAL PRACTICAL TRAINING CHECKLIST

	EXTERIOR PRACTICAL TRAINING CHECKLIST


	Employee Name:  _____________________
	Date Received:  ____________________________

	
	
	Date Completed:  ___________________________

	
	
	Trainer's Signature:  _________________________

	
	
	
	
	
	
	

	 
	TWO MONTHS - Basic Training
	ONE YEAR

	 
	 
	 
	 
	Advanced/Independent Operation

	 
	Date
	Employee
	Supervisor
	Date
	Employee
	Supervisor

	TASK, EQUIPMENT & PPE
	Completed
	Signature
	Signature
	Completed
	Signature
	Signature

	1.  Landscape  Ontario Workplace Safety Tailgate Talks booklet -
	 
	 
	 
	 
	 
	 

	     signed and dated within 4 days of 
	 
	 
	 
	 
	 
	 

	     date of hire
	 
	 
	 
	 
	 
	 

	2.  Policy signed and dated within 4
	 
	 
	 
	 
	 
	 

	    days of date of hire
	 
	 
	 
	 
	 
	 

	3.  Site Orientation within 4 days of 
	 
	 
	 
	 
	 
	 

	     date of hire
	 
	 
	 
	 
	 
	 

	4.  Edging
	 
	 
	 
	 
	 
	 

	5.  Cultivating
	 
	 
	 
	 
	 
	 

	6.  Shearing and Clean-up
	 
	 
	 
	 
	 
	 

	7.  Weeding
	 
	 
	 
	 
	 
	 

	8.  Hort. Pruning
	 
	 
	 
	 
	 
	 

	9.  Receiving Order (P.O)
	 
	 
	 
	 
	 
	 

	10. Plate Tamper Operation

	 
	 
	 
	 
	 
	 

	11. Trolley Jack Operation
	 
	 
	 
	 
	 
	 

	12.  Compressor Operation
	 
	 
	 
	 
	 
	 

	13.  Oil and Gas Mixes and Diesel
	 
	 
	 
	 
	 
	 

	14.  Grading
	 
	 
	 
	 
	 
	 

	15.  Stone Laying
	 
	 
	 
	 
	 
	 

	16. Tractor Operation
	 
	 
	 
	 
	 
	 

	17.  Roto Tiller - rear tine
	 
	 
	 
	 
	 
	 

	18.  Digging
	 
	 
	 
	 
	 
	 

	19.  Trailer Operation
	 
	 
	 
	 
	 
	 

	20.  Vehicle Inspections - Circle 
	 
	 
	 
	 
	 
	 

	       Check & Record Keeping
	 
	 
	 
	 
	 
	 

	21.  Vehicle Operation
	 
	 
	 
	 
	 
	 

	22.  Equipment Maintenance &
	 
	 
	 
	 
	 
	 

	       Tools Required
	 
	 
	 
	 
	 
	 

	23.  Kubota
	 
	 
	 
	 
	 
	 

	24.  Compressor
	 
	 
	 
	 
	 
	 

	25.  Stihl gas shears
	 
	 
	 
	 
	 
	 

	26.  Stihl hand blower
	 
	 
	 
	 
	 
	 

	27.  Stihl back pack blower
	 
	 
	 
	 
	 
	 

	28.  Grinder - Use And Application
	 
	 
	 
	 
	 
	 

	29.  Lawn Edgers
	 
	 
	 
	 
	 
	 

	30.  Loading & Unloading 
	 
	 
	 
	 
	 
	 

	       Equipment
	 
	 
	 
	 
	 
	 

	31.  Storage & Organization
	 
	 
	 
	 
	 
	 

	32.  Radio and/or Cell Phone Use/
	 
	 
	 
	 
	 
	 

	       Office Communication
	 
	 
	 
	 
	 
	 

	33.  Fire Extinguisher Use
	 
	 
	 
	 
	 
	 

	34.  Customer Service
	 
	 
	 
	 
	 
	 

	35. Complete on-line safety training modules
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	36. Wheelbarrow Operation
	 
	 
	 
	 
	 
	 

	37. Lifting Techniques
	 
	 
	 
	 
	 
	 

	38.Polymeric Sand Install
	 
	 
	 
	 
	 
	 

	39.Watering
	 
	 
	 
	 
	 
	 

	40. Bobcat - Working Near By/ Operating
	 
	 
	 
	 
	 
	 

	41. Screeding
	 
	 
	 
	 
	 
	 


APPENDIX VI:

DEVELOPING SMART GOALS

Specific:  a specific goal has a much greater chance of being accomplished than a general goal. A specific goal answers the following ‘W’ questions:

· Who: who is involved?

· What: what do I want to accomplish?

· Where: identify a location (if applicable)

· When: establish a time frame

· Which: identify requirements and constraints

· Why: specific reasons, purposes or benefits of accomplishing the goal

Measurable: establish concrete criteria for measuring progress toward the attainment of each goal you set. To determine if the goal is measurable ask:

· How much? How many?

· How will I know when it is accomplished?

Accountable: the accountability for performance objectives must be crystal clear and must specifically state who is accountable. The more detail the better. A clear definition of what he or she is specifically accountable for will help reduce confusion at performance appraisal time. Defining accountability gives purpose and a sense of urgency to the performance objective.

Realistic: to be realistic, an objective must empower the employee to be both willing and able to accomplish it. 

Time bound/Trackable: an objective should be grounded within a time frame. With no time frame tied to it there is no sense of urgency. 

Resources: Creating SMART Goals: www.topachievement.com/smart.html


                   The Key to Successful Performance Objectives by Josh Greenburg:

                   www.performance-appraisals.org/experts/succobj.htm


APPENDIX VII:
CHECKLIST FOR WRITING EFFECTIVE PERFORMANCE GOALS

1. Does the performance objective clearly link to the strategic goals or objectives of the business?

2. Does the performance objective clearly link to the goals or objectives of the department?

3. Does the performance objective relate to a critical or important work activity within the job description?

4. Is the performance objective within the employee’s control to accomplish considering available resources and employee’s skills?

5. Does the performance objective provide a degree of challenge that will stretch the employee, yet will still be achievable?

6. Does the performance objective specify an end result rather than just a work activity?

7. Is the result described in the performance objective observable or verifiable?

8. Does the performance objective include at least one type of measurement (quality, quantity or timeliness)?

9. Can the performance objective be accomplished within a single evaluation period?

10. Is the performance objective focused around a single result or outcome?

Resource: Adapted from ‘DCIPS Guide to Writing Effective Performance Objectives, Self-Accomplishments and Evaluations’
APPENDIX VIII:
TEMPLATE: PERFORMANCE APPRAISAL FORM


Employee Name:




Reviewer Name/Title:

Department:





Review Date:


Job Title:



Guidelines for Performance Appraisals

When rating performance, please keep in mind the rating scale as outlined below.

	5 = Exceptional Performance; consistently exceeding standards
	Compared to the goals and objectives for the past year, performance was well beyond the expectations.  The employee accomplished more in volume than was planned for, met deadlines and exceeded other measurable outputs.  The employee independently initiated and completed other tasks in addition to successfully completing all other goals and objectives.

	4= Good Performance; area of strength, often exceeds standards
	Compared to the goals and objectives for the past year, performance was at a competent level for all areas, and noticeably performed beyond expectation on some important aspect of each objective.

	3= Satisfactory Performance; meets standards
	Compared to the goals and objectives for the past year, performance was on par with expected results.  In this case, all tasks and goals related to the objectives were met as outlined or noticeably strong areas of achievement counterbalanced noticeable gaps in results.

	2= Weak Performance; strengthening needed, often not meeting standards
	Compared to the goals and objectives for the past year, performance was not quite at the standard intended for the objective, and below average in some of the tasks or goals set.  There may be some question whether performance at a fully competent level can be achieved, or that there is some need for further development or experience on the job before fully proficient performance can be expected for the objective.

	1= Unacceptable Performance; consistently not meeting standards
	Compared to the goals and objectives for the past year, performance in some or all of the tasks or goals set for the objective was below the acceptable level.  Important goals or tasks may not have been achieved at all, or completed well below standard performance expectations.  Considerable development may be required to become fully proficient to achieve the objective.


SECTION 1:
Review of Performance Objectives

a. Rate each of the performance/job goals based on how well they were achieved.
b. In the ‘Results and Comments’ section state examples or added information to explain the rating.
	Performance/Job Goals
	Results and Comments
	Rating (1-5)

	

	2.
3.
4.

5.


	
	


SECTION 2:
GENERAL STANDARDS OF PERFORMANCE 

	OPTIONAL 

(Utilizing the rating scale on page 1)
	Rating

 1 – 5 

	2.1
Values
· Shows commitment to {company name} business philosophy

· Follows the Code of Conduct from {company name} Policy and Procedure Manual 

Comments:
	

	2.2
Interpersonal Skills 
· Interacts effectively with all levels of employees, open and straightforward in dealing with others, demonstrates a positive attitude, team player

· Displays effective conflict resolution and negotiation skills

· Strives to develop good relations with other departments

Comments:


	

	2.3       Communication Skills

· Presents information in a clear and concise manner
· Ability to listen and understand another person’s point of view
· Demonstrates respect for all persons in all forms of communication
Comments:

	

	2.4
Initiative and Problem Solving Ability
· Assumes responsibility without being asked, resourceful

· Identifies ways to constructively deal with problems, creative

· Anticipates problems and proactively facilitates problem resolutions

· Recognizes when a decision needs to be made, asks for input, makes decisions and provides appropriate feedback in a timely manner

Comments:


	

	2.5
Professionalism
· Absenteeism, punctuality, goes the extra mile to complete a project/task

· Is accountable for all actions

· Follows the Code of Conduct
Comments:
	


SECTION 3:
Management / Leadership Skills (For Managers/Supervisors Only) 

	OPTIONAL 

(Utilizing the rating scale on page 1)
	Rating

  1 – 5 

	3.1
Creates an effective work environment
· Eliminates obstacles and offers transparency in sharing information, resources and support to direct reports and others 

· Makes sound business decisions in a timely manner 

· Supports personal and professional development of direct reports through training and mentorship

· Encourages innovation and appropriate risk-taking among direct reports 

Comments:


	

	3.2
Effectively manages staff performance
· Administers the Performance Management Process with all direct reports by:

· Setting and clearly communicating objectives and performance standards; 

· Providing timely and helpful ongoing feedback 

· Delegates and empowers staff with authority to accomplish tasks

· Recognizes employee successes and achievements
Comments:


	

	3.3
Demonstrates {company name} Mission and Business Philosophy 
· Sets and communicates goals and team environment for their department

· Effectively builds trust with employees, management, customers and the public
· Demonstrates a positive attitude, respect, honesty and integrity

Comments:


	


SECTION 4:
PERSONAL DEVELOPMENT PLAN 

(To address performance areas where rating is below “met standard” or define a plan for career growth etc.)

	Development Objectives

(up to 3 objectives are recommended)

What specific skills would I like to develop
	Action Items

(i.e. training required, workshops, on-the-job assignments, coaching, resource materials)

Use SMART Goal Setting Method

Specific, Measurable, Attainable, Results Oriented, Time-Bound
	Target Date

(for completion)
	Results/Outcomes
Track the completion of each action item within your development objectives

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 5:
EMPLOYEE COMMENTS (optional)

	


                                                                            
                 _____________________________               
Employee's Signature




  Date


                                                                                  _____________________________               
Manager/Supervisor’s Signature


                 Date

APPENDIX IX

SAMPLE EMPLOYEE RECOGNITION SURVEY
This survey is for employees to give input into the type of recognition that is most meaningful for them. The management team will use the information from the surveys to develop a recognition program that is meaningful for the most number of employers. All the responses to the survey will be kept confidential and shared only with the senior management team.

Name: ______________________________



Date: ___________________
	Check 
	Type of Recognition

	


Yes        No
	Social activities paid by the company i.e. lunches, dinners, golf tournaments, etc.

	


Yes        No
	Personalized letter from the President recognizing a contribution

	


Yes        No
	Email from the department manager thanking for a job well done

	


Yes        No
	Birthday card

	


Yes        No
	Public recognition for a team accomplishment

	


Yes        No
	Letters of commendation for employee file

	


Yes        No
	Letter or email from manager or supervisor to the President recognizes a contribution with the employee copied

	


Yes        No
	Mention in the company newsletter or website

	


Yes        No
	A small personalized gift i.e. coffee mug, plaque, certificate, etc.

	


Yes        No
	Opportunity to attend a training of choice within a specific dollar amount

	


Yes        No
	Lunch with the President

	


Yes        No
	Day off 

	


Yes        No
	Food of choice

	


Yes        No
	Hour off certificates for exceptional achievement

	


Yes        No
	Gift certificate to favourite restaurant, sports event, movie, etc.


Other: Please identify other non-monetary forms of recognition that would be meaningful that have not been mentioned above.
APPENDIX X:

POST SECONDARY PROGRAMS, APPRENTICESHIP 




PROGRAMS AND CONTINUING EDUCATION COURSES





AND SEMINARS

Bachelor and Masters Degrees:

Bachelor of Landscape Architecture; Masters of Landscape
University of Guelph

Architecture

http://sedrd.uoguelph.ca/LA/
Masters of Landscape Architecture



University of Toronto

http://www.daniels.utoronto.ca/programs/master_landscape_architecture

Post Secondary Programs:
Horticultural Technician



 

Algonquin College

http://www2.algonquincollege.com/mediaanddesign/program/horticulture-technician/
Horticulture Technician – Durham College
http://www.durhamcollege.ca/programs/horticultural-technician

Landscape Design





Fanshawe College

http://fanshawec.ca/programs-courses/full-time-programs/dls4/courses
Horticulture Technician





Fanshawe College

http://fanshawec.ca/programs-courses/full-time-programs/htn1/admission-requirements
Integrated Land Planning Technologies



Fanshawe College
http://fanshawec.ca/programs-courses/full-time-programs/ilp1/current-year
Landscape technician Co-op; Urban Arboriculture – Tree Care;
Humber College

Arborist Apprenticeship; Pre-Apprenticeship Program

http://appliedtechnology.humber.ca/programs/landscape/programs.html
Associate Diploma in Horticulture; Co-op Apprenticeship

Kemptville College

Diploma in Horticulture Technician

http://www.kemptvillec.uoguelph.ca/hta.html
Greenhouse Technician Co-op; Horticultural Technician

Niagara College

Co-op; Landscape Horticulture Technician; Landscape Technician Co-op

http://www.niagaracollege.ca/programs/programs_academic_hort_agribusiness.htm
Horticultural Diploma





Niagara Parks School of Horticulture

http://www.niagaraparks.com/school-of-horticulture/diploma-graduation.html
Associate Diploma in Horticulture



Ridgetown College

http://www.ridgetownc.uoguelph.ca/future/admission_reqs_dhrt.cfm
Environmental Landscape Management Co-op


Seneca College

http://www.senecac.on.ca/fulltime/EVLC.html
Horticulture Technician- Landscape



St. Clair College

http://www.stclaircollege.ca/programs/postsec/horticulture/
Associate Diploma in Turfgrass Management


University of Guelph

http://www.uoguelph.ca/plant/diploma/dip_turfgrass.html

Horticulture Technician Apprenticeship Program

A training program for those who want to work in skilled trades or occupations. Involves on-the-job training by sponsors or employers and theoretical training delivered at an approved training delivery agency. Theoretical training is offered at: Humber College, Kemptville College, Fleming College, Fanshawe College, Loyalist College and Mohawk College.

Industry Certification Designation through Landscape Ontario, including the following certifications:

http://landscapeontario.com/industry-certification
· Landscape Industry Certified Technician (CLT):
· Hardscape Installation

· Softscape Installation

· Turf Maintenance

· Ornamental Maintenance

· Interior Landscaping

· Landscape Industry Certified Manager (CLM)

· Landscape Industry Certified Retail Horticulturist(CHT)

· Landscape Industry Certified Designer (CLD)

· Irrigation Association Certifications

· Certified Irrigation Contractor

· Certified Irrigation Designer

· Certified Landscape Irrigation Auditor

· Certified Golf Irrigation Auditor

· Certified Landscape Water Manager

· Certified Agricultural Irrigation Specialist

· Certified Agricultural Water Manager
Continuing Education Courses and Seminars

There are a variety of professional development seminars and courses that are offered throughout the year. Curriculum ranges from technical to business management to leadership skills. These courses are offered through Landscape Ontario and its various chapters, Ontario Parks Association, the various colleges listed above, the Canadian Society of Landscape Architects and other commercial and professional organizations in Ontario.

APPENDIX XI:

SUCCESSION PLANNING WORKSHEET 

	Position Title


	High Potential Employee(s)
	Number of Staff Ready Now
	Number of Staff Ready in 1-2 Years
	Manager(s) Responsible for Development of High Potential Employee
	Required Resources
	Status/Progress Updates

	Position:


	
	
	
	
	
	

	Position:


	
	
	
	
	
	

	Position:


	
	
	
	
	
	

	Position:


	
	
	
	
	
	


APPENDIX XII:
HIGH POTENTIAL EMPLOYEE PROGRAM APPLICATION FORM

	Employee Information



	Name:



	Position Title:



	Dates of Employment within Current Position:



	Year Started at {Business}



	Current Manager:



	Career Goals



	One – Two Years:



	Two – Five Years:



	Education/Professional Development History



	Education:

Institution:

Degree:

Area of Study:

Years:



	Courses/Training:

List external and in-house courses and training with dates completed



	Special Skills/Expertise



	Skills:



	Computer/Technology:




Please check one of the following for the statements below: Strength, Competent or Needs Development

	Competency
	Strength
	Competent
	Needs Development

	Support of {Business} Values
	
	
	

	· 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Leadership Skills
	
	
	

	· Is motivated to lead
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Accepts leadership responsibility
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Mobilizes resources/people to action
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Leads teams that have high morale
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Interpersonal Skills
	
	
	

	· Communicates clearly and effectively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Makes effective presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Demonstrates diplomacy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is trusted and respected
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstration of Results
	
	
	

	· Performance exceeds or far exceeds expectations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Contributor to team/department achieving successful results
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Accomplishes major assignments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Please Answer the Following Questions in Detail.

Employee Self-Selecting:

1. Why should you be considered for the High Potential Employee Program?

2. How do you model {business} values in your daily work and with the people you work with?

3. What would be your responsibilities if you were chosen for the Program to ensure its success?

Manager Recommending an Employee:

1. Why should this employee be considered for the High Potential Employee Program?

2. How does the employee model {business} values in his/her daily work and with the people she/he works with?

APPENDIX XIII:
CAREER DEVELOPMENT PLAN TEMPLATE
Name:

Current Position:

Date:

Employee Signature:





Manager Signature:



Career Goal:

Areas of Strengths: (Education, Experience, Knowledge, Skills):

Areas of Development:

	Development Goals
	Action Steps
	Date of Completion
	Obstacles & Solutions
	Evaluation

	Goal 1:


	
	
	
	

	Goal 2:


	
	
	
	

	Goal 3:


	
	
	
	


� Canadian Centre for Occupational Health & Safety: ‘Employee Orientation Checklist’: �HYPERLINK "http://www.ccohs.ca/oshanswers/hsprograms/orientation.html"�http://www.ccohs.ca/oshanswers/hsprograms/orientation.html�


� Reproduced with permission of Green Design Landscaping Inc., Beachville, Ontario


� Reproduced with permission of Green Design Landscaping Inc., Beachville, Ontario





� Reproduced with Permission by Green Design Landscaping Inc., Beachville, Ontario





� Reproduced from: Kate Stiefelmeyer and Janalee Sweetland, George Morris Centre. Identifying Labour Issues and Challenges in the Landscape Horticultural Industry: Labour Develop and Skills – Landscape Ontario’s Horticultural Survey, July, 2011. �HYPERLINK "http://www.landscapeontario.com/attach/1312294670.Landscape_Ontario_Survey_Report_July_29_2011_KS.pdf"�http://www.landscapeontario.com/attach/1312294670.Landscape_Ontario_Survey_Report_July_29_2011_KS.pdf�


� Adapted from Byham, William C., Audrey B. Smith, Matthew J. Paese. 2002. Grow Your Own Leaders. Accelerated Pools: A New Method of Succession Management. Upper Saddle River, NJ: Prentice- Hall Inc.
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