ED 200 793

TITLE

INSTITOTION
SPONS AGENCY
PUB DATE
HOTE

EDES PRICE
DESCRIPTORS

DOCUMENT RESONE
CE 028 597

The Melwood Manual: A Planning and Operatisns Manual
for Horticultural Training and Work Co-op

Prograas.

Helwood Horticultural Training Center, Inc., Uppar
Marlbore, Md. )

Administration on Developmental Disabilities (DHHS),
Washington, D.C.

B0

266p.: Photographs and some appendix pages will not
reproduce vell.

MFO1/PC11 Plus Postage.
Adults; Agricultural Education: Contracts:

Cooperative Programs: *Disabilities; Greenaouses:
Grounds Keepers; *Horticulture: Job Trainings: Models;
Nursery Workers (Horticulture): Program
Adpinistration: Program Descriptions: Program Designg
Program Development: Program Guides; *Rehabilitation
Programs: Sales Occupations: *Sheltered HBzhshcgss
*Therapy: Vocational Education: *Vocational
Rehabilitation; Work Experience Programs

ABSTRACT .
This manual is intended as a resource for anyone
involved in planning, developing, and/or operating a hortizultural
training or wvork co-op program for the handicapped. Following an
introductory chapter, the manual is divided into three parts with the
greatest weight given to the second part. Part I elaborates on
development of the horticulture therapy and rehabilitation field and
puts into perspective the breadth of the current horticultaral
programs. Part II consists of the fundamental building blocks of the
program. It includes guidelines for leadership, administration,
community assessment, funding, personnel, and fedasral regulations.
General training guidelines pertaining to admission, evaluation, and
wvage deteraination are also considered. Pour program models are
described: greenhouse, plant sales, grounds maintesnance, and
contracting. The greenhouse and grounds maintenance progras models
are broken down into prevocational training, vocational training, ana
work co-op operations, and the requisite needs of planning,
managesent, training, business, facilities, equipment, staff, etc.,
are discussed. Part III briefly presents a history and overview >f
the Helwood Horticultural Training Center, Inc., to exemplify the
sodels presented earlier. Appendixes, amounting to approximately
one-fourth of the manual, include sample personnel job descriptions,
universities with horticultural therapy programs, curricula, =znd
training and evaluation. (YLB)

*ii!!i**t*i*t***iit!ti**iii*t**?i**** ?*iiﬁ*;*?#***!ﬁ**t*****t***ﬁit?iii¥;§ '

- * ° Reproductions supplied by EDRS aTe the best that can be made
* e ... from the original document. . . . . ..

p 2T e ok




THE MELWOOD MANUAL
A Planning and Operations Manual

for Horticultural Training and
Work Co-op Programs

ED200793

Funding fmf this Manual has been provided in part by a grant
from the U.S. Department of Health and Human Services,
Administration or: Developmental Disabilities.

N
B
N\
A\
O

1980 ;
\U.5. DEFARTMENT OF HEALTH, “DER e
EDUCATION & WELEARE PERMISSION TO REPRODUCE THIS
NATIONAL INSTITUTE OF
EDUCATION
THIS DOCUMENT HAS BEEN REPRO-
DUCED EXACTLY A5 RECEIVED FROM
THE PERSON OR ORGANIZATION ORIGIN-
ATING IT POINTS OF VIEW OR OFINIONS
STATED DO NOT NECESSARILY REPRE-

SENTOFFICIAL NATIONAL INSTITUTE OF
EDUCATION POSITION OR POLICY -




O

ERIC

Aruitoxt provided by Eic:

w W

[ ]

Ky

L

12

e
oo G

BEY Y RERLUBBEN N REENN N,

41

CONTENTS

Preface
Acknowladgments
Definition of Terms
Chapter One  Introduction

PART |
HORTICULTURAL THERAPY AND REHABILITATION PROGRAMS
iN PERSPECTIVE
Chapter Two  Horticultural Therapy and Rehabilitation Programs
in Perspective
Historical Davalopment
Horticulture Defined )
Horticulture as Therapy, Rehabilitation, and Work Co-op
The Breadth of Horticultural Rehabliitation and Therapy Programs
Values of a Horticultural Environment

PART Ii
DEVELOPING AND OPERATING , 3 o
HORTICULTURAL TRAINING, SALES, AND CONTRACTING PROGRAMS

SECTION 1 ,
QENERAL ISSUES IN PLANNING
THE HORTICULTURAL TRAINING CENTER

Chapter Thres  Mission
Chapter Four Leadership
Board of Directors
- Chief Executive Officer
Chapter Five  Assassing Community Need for a Horticultural Program
Assessing the Population -
Assessing Program Options
Assessing Employment Qpportunities
Assessing and Avoiding Community Business Confrontation
Chapter Six  Getting the Horticultural Dollar
Fundrai=ers
Foundations
Government Agencies
County, State, and Regional Departments
Federal Sources
CETA -
Community Development Block Grants
Surplus Property
Chaptsr Seven  Personnal Issues
Uniqua Personnel lssues
In-Service Training
Key Personnel
Recruiting Sources



O

ERIC

Aruitoxt provided by Eic:

S 8855222

BRIBIJIFFAAIIY I NI 2 BBBRI2BLL L LRRA S

Chapter Eight  Admission, Evaiuation, and Training Placement
Referral Sources

Evaluation
Training Placement

Chapter Nine  Tralnee and Work Co-op Wage Determination
Dept. of Labor Regulations and Special Certificates
Wage and Time Studies

Chapter Tan  Managesment information Systems

SECTION 2

CO-OF WORK
Chapter Eleven Coals in £ Greenhouse Program
Purposes
Persans and Disabilities to Be Served
Self-Earned Income
Safety
Chapter Twelve  Pravocational Greenhouse Training Program Design

Goal and Objectives
Curriculum
Methods
Evaluation
Greenhouse Activities
Greenhouse Space and Equipment
Staffing
Trainee Selaction and Wages
Budget
Chapter Thiteen  Vocational Greenhouse Training Program Design

Goal and Objectives
Curricutuns:
Method
Evaluation
Greenhouse Activities
Greenhouse Space and Equipmant
Trainee Selection and Wages
Budget

Chapter Fourtesn  Greanhouse Work Co-op Employmant

Program Dasign

Goal and Objectives
Product Line
Operational Methods
Evaluation
Greenhouse Space and Equipment
Staffing
Employse Selection and Wages
Budget

Chapter Fittesn  Production and Propagation Systems
What to Grow
How to Grow
When to Grow

Chapter Sixtesn  Quality Control

v



O

ERIC

Aruitoxt provided by Eic:

117
118
119
120
120
(k4]
121
=2
123

123
123
124
124
124
125
125
126
126
129

129
129
130
130
130

Chapter Seventesn  Physical Plant and Technicsl Requiremsnts
Site Location and Acreage
Size, Type, and Struciure of Greenhiouse
Water
Temperature
Fuel
Equipmant
Layout
Chapter Eighieen  Greanhouss Salas
Developing a Sales Plan
Sales Modals
Retail
Whaolesale
Contract Growing
Broker
Pricing
Inventory
Advertising
Vehicles
insurance and Licensas
Public Relations
Siaffing

SECTION 3 )
GROUNDS MAINTENANCE TRAINING AND WORK
CO-OP MODELS
Chapter Ninsteen  Defining Grounds Maintenance/Managsmant
(Goals and Purposss
Developmental Program Design
Persons and Disabiiitiss to Be Served
Tools, Equipment, and Vehicles
Safaty
Evaiuation ¢nd Quality Control
Self-Eamed Income
Mixing Program Goals
Chapter Twenty Grounds Malntenance Pravocational Tralning
Program Design
Goal and Objectives
Curriculum Criteria
Mathods
Evaluation
Grourds Maintenance Activities and Cortracts
Tools and Equipment
Staffing
Trainees Wages
Budget
Chapter Twenty-one  Grounds Maintenance Vocational Training
Program Design
Goal and Objectives
Curriculum Criteria
Methods
Evaluation
Grounds Malintenance Activities

vi



O

ERIC

Aruitoxt provided by Eic:

132
132
132
132
135

135
138

136
136
136
138
142
143
144
147

147
147
150
150
151
153
i56
161
162
163
163
164
165
185
176
179

Tools and Equipment
Staffing
Trainee Wages
Budget
Chapter Twenty-Two  Grounds Maintenance Work Co-op
Program Design
Goal and Objectives
Factors in Operating a Successful Grounds Maintenance
Co-op
Administration
Financial Management

Parsonnel
Physical Plant and Equipment
Contracts

Professional Resources and Information

Budget

Chapter Twenty-three  Contracting Model for Grounds
Maintanance
Goal

The Contracting Plan

Contract Marketing Sipecialist
Standard Categories of Contracts
Sourcas of Contracts

Marketing Strategies

Contract Bidding

Bonds

PART ill

Chapter Twenty-four The Malwood Example
Historical Deveiopment
Mehiood Horticulturai Center
-Melwood Farm
Msiwooc Work Co-op
Future Development Plans

Bibliography

APPENDICES
1 Staft In-Service Training Opportunities
2 Sample Job Descriptions of Key Parsonnci
A Sources for Staff Recruitment
4 Universities in the United States that Have Horticultural Therapy
Programs
5 Sample Time Studies for Easic Greenhouse Skilis
6 Melwood Prevocationai Gurriculum. Criteria
7 Greenhouse Task Analysis Examples
5 Mealwond Occupational Sequence Loy
9  Basic Horticultural Greenhouse Production Scheduie
10 Sources of Information
11 Grounds Maintenance Vocational Skiils Curricuium
12 National industries for the Severely Handicapped Ragional Offices
13 Sample Grounds Maintenance Contract ]

vil



DEDICATION

It Is with pride and respect that this Manual is dedicated to the paople of
Melwood Horticultural Training Center. The trainees, graduates, staff, board
and frlends are responsible for Melwood's successful plonesring and
professional pacesetting efforts.

Horticultural programming and employmrient for the handicapped person
works. We appreciate the opportunity to be a part of the expanding, worldwide
endeavors to utilize horticultural environments for therapeutic, rehabilitation
and employment potential.

Earl Copus, Jr.
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PREFACE

Parents and friends of mentally retarded young adults founded the
Melwood Horticultural Training Center in 1963 as a new direction in training
and employment of retarded individuals. The founders nct only were capitaliz-
ing on their own professional horticultural talents but also were trailblazing in
the field of herticulture for handicapped persons. As Melwood expanded its
operations into extensive grounds management and large-scale plant produc-
tion, an increasing number of professional and lay visitors came and continue
to come to study the program and request development and operational
advice.

During this period, 1963-1980, several significant occurrences further
documented the need for a basic, how-to horticultural program development
and operations manual. First of all, federai agencies funded a growing number
of horticultural demonstration and program expansion projects across the
country. Educational institutions of higher learning, responding to student
interest, developed curricula preparing graduates to meet the personnel needs
of the rapidly emerging horticultural therapy and rehabilitation profession. A
National Council for Therapy and Rehahilitation through Horticulture was
founded to coordinate and support the expansion of its organizational, profes-
sional, and lay membership. Finally, financial pressures during the 1970s
forced many organizations to examine the self-earned income potential of the
horticultural industry.

Books and articles have begun ic ba available about innovative
horticultural centers and about specialized funding. An abundance of
technical botanical information about the requirements for greenhouse and
grounds management operations is available from professional texts and jour-
nals, university and extension agents, and private horticultural industry
representatives.

Until now, howevaer, there has been available little or no information which
attemgted to set farth basix: haw-tr:: steps far farmulatmg and managmg a

meets thls need wuth t,hs publu;atmn af thl5 manual,

It is hoped that this manual may provide a valuable resource for the
development of new programs and for the improvement and expansion of
currem acﬁvities The natursl ea’talyst presant in assacatian with the gréater
bled and dns,advantaged :ndwlduals, It rémams for !hIS ca!alyst to be utmzed
more broadly and effectively with the ultimate goal of assisting handicapped
individuals to become productive, valued members of our society.

ix
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DEFINITION OF TERMS

The following words are used in the Manual in the particular context of
rehabilitation through horticulture and are defined here to insure clarity and
understanding.

bench. The structure in the greenhouse on which plants are placed to
grow and.develop. Benches may be of various designs, sizes, heights, and
materials.

bullding sale. A retail plant sale held in a large public or private office
building, usually in the lobby or other location convenient and accessible to a
large volume of empioyees and passersby,

buying in. The technique of purchasing cuttings or plants for resale, The
plants might be ready for immediate resale or need repotting and additional
growing time. Cuttings are bought in to be rooted and grown into finished
products.

crew. The group of persons receiving vocational training as a class with
oné or more assigned instructors (training crew). Also, the group of co-op
workers who™ are employed to do greenhouse production or grounds

\maimenaﬁce work (production crew, grounds crew).

curriculum. The criteria or objectives, from least difficult to most difficult,
in personal behavior and skill development upon which a training program is
based. Not a “course of study” in the usual sense of academic knowledge, it
rather is a set of skilis to be learned and mastered.

down time. The winter months when there is less grounds maintenance
and landscaping work to be done.

finishing off. The final growth of cuttings or plants prior to sale; the final
period in which the plant develops into a sellable product.

fiat. A tray-type container, usuaily of wood or plastic, which commonly is
used to move plants from one area to another.

foreman. A crew foreman is the staff person in charge of a work co-op
crew (as contrasted with an instructor who supervises a training crew).

xi
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groundsman. A grounds maintenance co-op employee; member of a
grounds maintenance crew.

grounds maintenance/management. The professional field of total
maintenance/management of all aspects of grounds care, inciuding soil,
grass, flowers, shrubs, trees.

IPP. Individual Program Plan or Individual Prescriptive Plan; also known
as an IDP or IEP. The pian of development for a person, charting individualized
training goals and showing step-by-step objectives within established time
frames.

ITM. Interdisciplinary meeting. A meeting of staff members, representing
the areas of work adjustment, Activities of Daily Living, social and recrea-
tional, residential, and support services, for the purpose of formulating trainee
goals and of evaluation.

NCTRH. The National Council for Therapy and Rehabilitation through
Horticulture.

product line. The selection of products (plants) which will be grown and
offered for sale in keeping with the marketing plan.

rehabilitation. The process of training 2 person to live as nermally as
possible in the community and to be a work-contributing member of that com-
munity. Rehabilitation includes vocational, behavioral, and social training to
assist individuals to reach their maximum employment potential.

sheltered workshop. A place of employment for handicapped individuals
who are not ready to hold competitive jobs in the community. It is licensed by
the U.S. Department of Labor to pay wages based on productivity, not accord-
ing to the minimum wage. In place of the term “sheltered workshop” which is
felt to have devaluative connotations, the Manual substitutes the term “work
co-op.” :

therapy. Prescribed treatment for a person who is or has been ili or injured
to assist that person to reenter the mainstream of society. The term comes
from programs based on medical models.

trainee. A person enrolled in a rehabilitation program and who is being
trained in employment skills. Often called a “client” in some programs.

work co-0p. A business which employs handicapped workers, Employ-
ment is on an indefinile basis or continues until work experience and increas-
ed productivity allow the workers to go into competitive jobs in the communi-
ty. As the word “‘co-op” infers, a worker gains (wages) from the job what-he or
she invests in it (time and work skills).

xii
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Chapter One

INTRODUCTION

This Manual should be of value to anyune Involved in plannlng and/or
operating a hartlcultural program for the handicapped. In particular, it should

be of special use to project directors, members of boards of. dlracters -or

advisory boards,. and professional hartlculturists embarklng upon-a har—f-
ticuitural training or work co-op program: Individuai instructors.or1eaders of

S .Qngulng projects will find the material valuabla for recasting an activity or .

~therapy-oriented. program Into a vocational prcgram based on the princlplas}

"~"and.functions of the business world.

The Manual is divided into three parts with the greatast waight given tu v
the second part. Part | elaborates on the development of the horticultural -
therapy and rehabilitation field and puts into some perspective the breadth of
current horticultural programs.

' Part Il consists of the fundamental building blocks uf a harlicultural traln-
ing or.work co-op program. Included are guidelines for leadership, admlnlstra
tion, cammunlty assessmem funding,. persannal -and federal regulations

- “Also Included are general training guidallnas peﬂaining lﬁ admisslan. avalua

-, ¢ tion, and wsga datarmlnatian ' .

. f

cultural Training‘Center, Inc. In" order’ to e:xempll 3
- arller in the:book. Includad thrﬂughnut the 'Manual®and “at"the ™
' 1ong. these are referancas to unding seurces 'nlver-
lng hartir:.ultural tharapy .

in ce these ar » ltural training cente r,
eir genarsl implamentat!on is nat examlnad in tha Manual ,
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Chapter Two .

HORTICULTURAL
THERAPY AND REHABILITATION PROGRAMS
IN PERSPECTIVE

Historical Development'
Man's association with the therapeutic influence of plants and herbs
..dates back at_least to ancient Egyptian times when physicians prescribed

walks in the gardens for some disturbed patients. !n the United States, itwas a
common custnm fur tha mental lnstitutluns ef the 18th century to emplay

prafessar at the Institute nf Madlcina and Gllnlcai Practir:.e in Philadalpma. L
.. acknowledged the contribution of field labor to the alleviation of madness in
”?»‘ ona of his patients. In 1879, the first known greenhouse for use. with the
mentally il was built by Pennsylvania’s Friends Asylum for.the Insane (tnday .
- known-as Friends.Hospital). During the same era, Michigan's. Fantiac Stata,.-, )
‘ Hospital utilized portions of its 300 acres of farmland for patlants treatment.
~In 1899, E.-R.-Johnson cited the valGe. of gardenlng in. wurking with,‘memsllyﬂ_%

- handicapped children.
' After tha turn of the cantury, Frléﬁds Hospital expanded its use,_af{_“ :

greanhguses Elmmlngdala Haspltal in Whita F‘Iains, New ank
~ Kankakee Stata Hospital in lilinois also added ‘horticultural. pragrarn :

gan:laning instruction for patlents More pranﬁuneed growth of horticult .
herapy in the United States came following World War Il. With- the establish-
“’ment ‘of  the veterans hospitals, volunteers and members of -the ' i
Gaun\:ll of State Garden Clubs angaged the racevaring saldiers inava L
e plant flower, and garden-related projects. In the 1950s, Dr. Karl Msnninger, at.
"".the Winter V.A, Hospital in Tupaka, Kansas, gave ‘wholehearted support for the
patiems lnvulvemam in greenhouse operations:and _later: astabllshad this.
actlvity as part ‘of the patients’ treatment at-the Menmnger ‘Clinic." :
© " The first workshops in horticultural tharapy were presented by Er Danaldr
WStsan and Alice Eur"ngame, a psychiatric social worker, at Michlgan Stata, oo
Uﬁlverslty The workshops explored the psychiatric aspect of the harﬂcultural v
. work that voluntears were doing thmughaut the various haspitals In 1955 .

i "This historical picture is drawn largely from a talk delivered by Charles )
" Lewis at the 1976 NCTRH Conference. '
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Michigan State University awarded its first Master of Science degree in
horticulture therapy to Genevieve Jonas. Another milestone was reached
when the Institute for Rehabilitation Medicine at New York University Medical
Center opened a horticultural therapy greenhouse in 1959, Here, Dr. Howard
Rusk, Institute Director, intertwined the use of horticuiture with the complete
treatment program for physically disabled patients who were victims of
strokes, industrial accidents, spinal cord injuries, and other disabilities. The
decade of the sixties saw numerous universities increasing their course offer-
ings to train individuals for the professional field by now known as *hor-
ticultural therapy.”

As both service and academic Programs increased, the need for a formal
organization was felt. In April 1973, 20 involved professionals met in Upper
Mariboro, Maryland, to form the National Council for Therapy and Rehabilita-
tion through Horticuiture (NCTRH). in one year the organization grew to 335
members in 40 sfates, Canada, and England. The Council began publication of
a newsletter and assisted in presentations of numerous regional workshops, It
since has instituted a peer group review of qualifications to provide standards
for professional entrants into the field and has created a job bank to facilitate
placement of qualified applicants. The National Council has provided
technical assistance to professionals, students, and volunteers and through
grants has undertaken several studies of the horticultural field (see
Bibliography).

The profession has grown with the multiplication of both undergraduate
and graduate programs in universities throughout the United States. Kansas
State, Clemson, and Michigan State Universities are examples of universities
having excellent curricula. Service programs as diverse as corractional
facilities, aleohol rehabilitation centers, training centers, and work co-0ps for
the physically handicapped, mentally retarded, blind, and other disabilities
have begun using horticulture, tailoring it to fit the needs of their varied
populations and unique geographical or social contexts.

Horticulture Defined

With the tracks of history behind us and a variety of programs already .
existing, one can ask justifiably, what does horticultural therapy and
rehabilitation involve? How does horticuiture distinguish itself from
agriculture and from botany as both a profession and a science? And when is
it properly called therapy or rehabilitation? .

Bailey, in his Standard Cyclopedia of Horticulture (1963), defines
horticulture simply as *the growing of flowers, fruits, and vegetables, and of
plants for ornament and fancy." However, he adds that the practice as wel| as
the science of horticulture includes “all questions of plant breeding, variation
of plants under domestication, the bearings and applications of many
biological and physical sciences, and the manufacture of many products.
Primarily, horticulture is an art, but it is intimately connected with science at
every poinl.” Thus, the lines between horticulture, agriculture, and botany are
not, in fact, clearly drawn.

4
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Horticulture as Therapy, Rehabliitation, and Work Co-op

There have developed some important differences in how therapy,
rehabllitation, and work co-op programs employ horticulture—differences
having to do with staffing focus, program design, and program goals.
Therapy

The word “therapy" is oiten assoclated with medical programs which are
predominantly involved in the treatment of someone who Is ill or has been
injured. The therapeutic treatment team consists of doctors, psychiatrists,
psychologists, occupational therapists, etc. Usually, the persons treated are
referred to as patients or clients. The therapeutic environment represents a
more controlled situation having capabilities to increase and/or decrease con-
ditions as necessary to be an effective part of the prescribed treatment pian.
The overall holistic goal is one of assisting an individual to become capable of
reintegration into society’s mainstream.

Rehabilitation

Although both the therapeutic and rehabilitation fields make valid and
effective use of horticulture, this manual describes and applies the use of
horticulture primarily for rehabilitation in programs which include prevoca-
tional and vocational training and work co-op programs. The rehabilitation pro-
gram employs a team made up predominantly of work evaluators, vocational
skill instructors, behavioral speclalists, plant production and sales personnel,
and contract marketing and grounds maintenance specialists. The persons
served, called “trainees” or “workers,” basically need personal work adjust-
ment, vocational skill training, and employment opportunities. The training en-

~" vironment is based on one or more of the horticultural business modeis and .

- has few, if any, controlled elements. The overall goal Is to assist individuals to.
reach their maximum work potential and to enter into successful employment,
whether sheltered or competitive. The natural pressures, demands, and the
personal, group, and financial rewards of the business training model result in
special strengths impossible to obtain from most other designas.
Work Co-op

The work co-op (sheltered) model employs a team of work foremen (versus
instructors) and other technical and marking business positions which meet
its particular design. Because Iits workers are “handicapped,” the work co-op
model does place special emphasis on Its personnel department. However,
even though this unit is sensitive to and supportive of special personal needs
of its work force, it does not function as a rehabiliation element. The sole goal
of the work co-op is to be successful as a competitive business employing
handicapped workers.

The Breadth of Horticultural Rehabilitation and Therapy Programs

The diversity of horticultural therapy and rehabilitation programs can be
demonstrated with a small sampling of existing programs. One of the most
widely known therapeutic facilities is the Menninger Clinic in Topeka, Kansas.

° 17
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The Clinic is affiliated with the C. F. Menninger Memorial Hospital which
serves emotionally disabled individuals of all ages. Both inpatients and day
patients have an opportunity to spend from an hour to five hours weekly in one
of the horticultural or related programs which take place in two greenhouses
or in one of the many outside flower gardens or vegetable gardens. A hor-
ticuliural therapist works with the patient’s physician in a cooperative effort
toward returning the individual to active use of his time, enhancing self-
esteem, and alleviating depression. Because the hospital is a private
psychiatric treatment center, the costs of operation, supplies, and staff are
included in the costs of hospitalization.

At the Vocational Ornamental Horticulture Program in the Union Correc-
tional Institution at Raiford, Florida, about 75 aduit inmates work toward a
Vocational Certificate from the State Department of Education through 2,000
hours of classroom instruction and on-the-job training in greenhouses or on
the institution grounds. The program is conducted by two professional hor-
ticuliural specialists, and both state general revenue funds and federal funds
for the disadvantaged have helped operate the program. The program is
oriented to teaching job skills, and, with the assistance of the Florida
Nurserymen and Growers Association, many inmates, upon release, have
been employed in nursery operations as crew leaders or laborers and even
have become ownsrs and operators, The products of the inmates’ labor are
placed in state buildings rather than sold in competition with area businesses.

One facility that operates as a business is the Pittsburgh Council House's
Root and Leaf Greenhouse. The Pittsburgh Council also manages a
greenhouse program at Woodville State Hospital. Work adjustment rather
than skill training is the primary goal for their enrollees, yet, according to the
literature, the program has become a major wholesaler in the region and the
second largest “dish garden” distributor in the county. Training funds have
been provided by the Pennsyivania Bureau of Vocational Rehabilitation, and
professional horticulturists and skilled mental heaith or mental retardation
personnel make up the majority of the staff. Approximately 20 adult
psychiatric trainees are served in the greenhouse and sales outlets at any
given time.

Public schools have begun to use horticultural prugrams in ‘teaching
retarded and disadvantaged students. The Laurel Ruff Center of the San Juan
Unified School District in Sacramento, California, for example, employs crews
of four to six young persons for training and work in such areas as the cleanup
of recreational facilities, lawn maintenance, weeding, and trash removal.

An innovative horticultural training program which is also a successful
business i8 the Carlsbad ARC Farm in Carisbad, New Mexico. From four
mentally retarded trainees and a 3,000 square foot greenhouse with plants
sold on the retail market, the program has expanded to serve 17 trainees with
6,000 square feet of greenhouse space plus farm activities which include
growing pecans. The business aspect has ¢hanged, too. Now, wholesale sales

ensure a constant demand for high production. This production atmosphere -

sets the tone for a real work environment which resuits in a better training pro-
gram. Perhaps more unique is the Farm's plant rental service used by area of-

6 1§




fices. Highly successful, both programmatically and financially, the service
calls for trainees to go into the community where they gain additional benefits
from this normalizing experience.

A flrial hprth:ul'tural pragram example is the Sunland Centar in Marlanna

snns I{enneth Stautamlre Dlrecmr of Vacatlanal ngrams at the naﬁhem
Florida center, has developed a horticultural therapy and rehabilitation
'program whlch lncarpurates the ﬂva areas af riursery. garden grgenhause

Sunland Cantar exampllﬂas what can be accamphshed w!th Ilrmted res@urces
good ideas, and ample determination.

Values of a Horticultural Environment

The success of the use of horticulture in so many diverse settings can
Isrgely be sttrlbutad to the natural, built-in values to be faund in the greatar

Impartant of those values fmm which lndlvlduals and prngrams can benefit.
* The Societal Value
Sacieiy plar’:.es a value on thé beauty of pisnts and weli Iandscapeﬂ

; warklng wlth plarits and plaaas upan thema valua not always associated with-
_less creative, assembly line work often found In industrial employment. For
tha memslly iII tha mentally ratardad, tha physically handicapped—for evary

e Th- P-upI-Plnnt v:lug

Each person neads to feel naéded The living plant is dependent in many
ways upon the person giving It care. This care-giving role reverses the usual
dependent -role experienced by a handicapped person and engenders
competence, parsonal growth, and enhanced seif-esteam. ’
* The Program Gptléns Valua

Almost regardless of the location — inner city, suburban, Ql’
rural — some form of horticultural activity can be adapted to meet ‘the goals of
most therapy and rehabllitation programs. Likewise, there e:ists a range of

_financial options, from operating on a severely restricted. budgat to utilizing
-unlimited funds. '

As a tralning and work co-ap a:::tivityi the harﬂcultural satting -aﬂars
certain unique opportunities, such as a continuum of simple to complex tasks, -
possibilities for problem solving, communication, decision making, and the
potential to. teach responsibility, productivity, and specific job skills for
competitive employment. .

- » The Community Integration Value

All programs need, at some level, to integrate individuals into the every-
day community lifestreams. Horticulture again offers many natural

7
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" An-anfi ,,l’cammunity__‘
..apen hause faslers'
pravidss t:nmm ni!y
exposure for trainees,
raises funds for the
tralning program, and
creates future poten-
tial  plant sale .
customers.

'_ avanues — plarit sales, . cammunlty Qﬂ*tﬁe-jﬁb
L malntanance contracts partir.:lpatmn ln Iasal spaslal events

: Ining’ én




Advantages and Disadvantages of the

Horticultural Business Environment

_ The greatest advantage of a horticultural program which incorporates a
business element Is the Impact on the trainee of being In the real world of
work. The pressures of deadlines, quotas, productivity-ralated wages, and
weekly paychecks — all part of the normal world — motivate a person to use
all the, soncentration and ability which can be mustered. This motivation is
often the very thing that is missing from purely nonwork therapeutic or
rehabilitative training programs. Self-motivation is reinforced when trainess
see the purchase of products or sarvices which they produced, and this, too, is
germane to the normal, workaday world. '

- A second compelling advantage in establishing the horticultural program
as a business is the opportunity to generate a portion of the budgeted income
as a supplement to other funds. While programs for the handicapped have
enjoyed a recent increase in support funding, such dollars normally depend on
the vagaries of politics, taxcutting movements, fluctuations in the economy,
and other pressures affecting allocation of monies. The fact that handicapped
persons can be taught to be productive supports the movement toward
creating environments that allow them to be so. .

As great as are the advantages of the business element as part of the hor-
ticultural  rehabilitation program, there are disadvantages, too. In any
business, one can lose sight of the original goals, and horticulture is no excep- .
tion. But this is a particular danger because of the vuinerable position of the . .
handicapped trainees. Not only might their labor be taken advantage of, but -

‘the demands of producing black ink constantly threaten the goals of training -

and rehabilitation. Let no one be fooled about this hazard. The demand to. .
finish acres of lawn mowing or to complete several hundred repottings can
‘work toward pushing the trainee aside in favor of more skilled labor (usually * .
the staff's) and can block the time and patience needed for step-by-step” -
teaching and learning. . S

‘Another risk in the business element is the same as found In any financial".

venture: there are no guarantees of success. There are no promises of federal,’
. community, or other forms of assistance. There are few, if any, tolerances for -
being a work co-op. There are no exemptions from naturai disasters such as ;
‘breakdowns of the heating or watering systems which cause the loss of hun-
‘dreds of plants. These are the realities of the competitive world. B
In addition, work co-ops and training centers, by their.nature, necessarily
. Operate at a Jower than 100 percent efficiency rate. Full competitive productivi- -
-ty is generally unrealistic. The crux of the problem Is how to maintain training .
at the minimal expense of productivity while avolding the development of pro-
ductivity at the expense of training. Given these considerations; It is the con-
“tention of this Manual — and of a growing number of. programs for rehabilita-
tion through horticulture — that the advantages outweigh the disadvantages -
of the business approach. Other advantages, such as the wide range of costs -
and options, will be mentioned throughout Part. JI. : o o

[Perhaps the greatest advantage of horticulture, whether used for therapy -

or for rehabilitation, Is that it works. It provides an environment which pro-
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motes success and the growth of the persons involved. And that is the goal of
evaryone — administrator, instructor, trainee, worker — who Is involved in
therapy, rehabilitation, and work co-ops through horticulture.

But how does it work? What are the pieces which must be created,
shaped, put together in order to result in the desired horticultural program?
This is the information described in detail in Part Il which follows.
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DEVELOPING AND OPERATING
HORTICULTURAL TRAINING, SALES,
'AND
CONTRACTING PROGRAMS

A horticultural training and/or work co-op program offers numerous
rehabilitation and employment benefits to handicapped individuals. There
seem to be inherent advantages derived from working with living matter that
help improve an individual's self-esteem, responsibility, and work productivity.

However, it is the commercial environment emphasizing realistic working
conditions which maximizes the development of individuals’ employability,
prepares them for job opportunities, and uitimately results in their optimally
normalized lives. Operating the horticultural center on a business standard
multiplies these assets so that enrollees are practicing an experience closest
to competitive employment that is possible while they are in training.

Part Il of the Manual is divided into three sections which give direction for
setting up the components of a horticulturai program which addresses the
needs of a training and/or work co-op operation. The first section addresses
general issues of the horticultural field which are pertinent to its nature as a
rehabilitation and a business program. These issues include leadership, sus-
tained financial resources, and a stable and effective administration.

The *second and third sections detail the greenhouse, grounds
maintenance, sales, and contracting model programs of horticulture and key
requirements for each. Outlined for each model will be the evaluation criteria
for. programs, necessary staff, technical information or reguirements,
finances, and special considerations. By describing the horticultural environ-

- ment in terms of several models and stressing the basic components which

apply to the special populations to be served, it is hoped that program plan-
ners can choose o begin in any one of a number of different approaches or at

. - -various levels of involvement. Thus, this part of the Manual alerts planners to -
- hurdles to be overcome within each model and provides helpful guidelines to
review when organizing such a program. :

The Manual does not intend to serve as a complete text for greenhouse
management nor for grounds maintenance, and it cannot substitute for wise
judgment, local contacts, and professional_expertise, since regional

- differences and personal preferences must be:respected.” Such unique
‘circumstances as climate, market, or population demand on-the-spot delibera-
~ tion. There are various approaches to propagation and production that differ in

philosophy and that must be considered within their own context. This
multiplicity of methods only highlights again the need for experienced -

- individuals in the principal positions. Without prescribing all the details of any- .

specific program, the recommendations given here are intanded to provide a.

basic outline for the components that make up the horticultural trai ning center
operated as a business.




GENERAL ISSUES II! PLANHINE

MISSION

The mission of the horticultural training project is more than a statement
. of goals and objectives. It must be used as a standard according to whicha
_ program -is designed and decisions are made and -around which the o
‘components. of training, business, and horticulture are -organized. Clearly . .
- determining the role of the business approach alongside training and other °
‘Instrumental programs, such as residential or supportive services, establishes
‘the norms for deciding policy and procedures. The mission of the horticultural
training center Is of paramount importance because of the trlparllte balance -
P .among huslnaas training, and individuals who are in some manner handlcs:k -
p ed

Handicapped BALANCING THE TRIANGLE -

Tralning -

One of the hazards of any triangular
relationship Is that someone may be

Business
Venture “laft out”.

Succintly put for what purpose does your horticultural training center - -

. exist: to serve a certain population? to make money? to employ the handicap--

_ped? to train them vocationally? to occuppy their day actively andlar produc- .

- tively? Or is'it a combination of the above?

" I the p@pulatlon to be served is not adequately defined, will sush abroad
T range of clients be involved that the talents of aven the most axpert instructor

" - will be stretched? Have you taken into account how an array of disabilities dii-- .
feréntlaliy affest training limits and expectations when. the individuals- ara;_v i

. combined?"

How central is training to your mission? What da you expact af training o

énd how do you expect training to be carried out with your given population? It
"is not unheard of that work co-ops often utilize a direct cllantistaﬂ ratio of -
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20:1, or that some centers mask their ratio figures by including administrative
Gr noninstructor staff in the accounting. This may be appropriate for some
populations, or appropriate for budgeting procedures, but it is not advisable
for purposes of planning a horticultural training program. For a population of
retarded adults, for example, if greenhouse training is central to the mission of
the program, a maximum of 10 trainees to 1 instructor is recommended. In a
grounds maintenance work co-op, a maximum of 5 or 6 workers to1foremanis
necessary.

Is it part of the mission that traineas are to be productive rather than that
they be active? If so, a very significant adaption is demanded in horticultural
programming, whether it be in greenhouse or grounds maintenance. An
attitude of carelessness around equipment, wasting of time, or excuse-giving
is considerably less tolerated in a program whose mission is productivity.

“Who is the center serving?” and “for what purpose?” are intertwined
questions to be answered before one decides to embark on the business
approach. These questions have ramifications for tha clientele, ad-
ministrators, and front line instructors of a program, Since potentially conflict-
ing expectations may arise from the triangulated concerns of a handicapped
population, training, and a business operation, the responses must be clear
for consistency to be developed. This process, in all honesty, only takes p.ace
over time but must be acknowledged from the start.

Who formulates the mission of a program? Most certainly not a single
individual working alone. It is important that a broad base of individuals
conftribute to its formulation, persons who will take responsibility for
establishing the horticultural project, such as prospective members of the
board of directors or advisory board, participants in local advocacy organiza-
tions, community representatives of referral agencies, and, most important,
representatives of the horticultural business community. In this way, the con-
cept of each program develops from a working consensus and the actual
design gains a broaded understanding and acceptance within the community.
Concerns for the training role, finances, and business pressures can be ar-
ticulated and precedents for measuring decisions against the mission state-
ment can be established. Later, as staff members are selected, and then again
as they participate in the functioning of the program, the mission of the canter
serves as the organizing principle for their decision/making.

Finally, the mission will serve as a focus on the founding purpose of the
organization as, through the years, administrators, members of the board of
directors, and staff come and go. '
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Chapter Four

LEADERSHIP

Whether a program planner is developing a new training center or is con-
verting an activity center into a training and businass program, the leadership
of that center is crucial. And while leadership itself may be an intangible
entity, there is littie doubt that a center's board of directors and its chief
executive officer together form the basis for effective leadership. in the case
of a rehabilitation center that is branching out into a horticultural program and
already has a functioning board of diractors, an advisory committee may
substitute in the consultative role described here,

Board of Directors

Boards of directors often have been viewed as rubber stamps or as
necessary evils. The reality is, however, that the board of directors (but not
- necessarily an advisory group) of a corporation, profit or not-for-profit,
ultimately holds legal responsibility in most states for the conduct and liabili-
ty of the organization. More pertinent to the issue here Is the makeup of the
board which will enabie the board members to be uniquely heipful in a hor-
ticultural program.

Of first importance are members (preferably more than one) who are
famillar with the horticultural industry. The horticultural professionat on a
board’s finance committes, for example, Is more likely to be acquainted with
the costs Involved with equipment and repairs. He or she might know the
salary scales for professionals In the surrounding area. Such a person can
advise the center ragarding reliable suppliers of equipment and materials, may 7
be aware of the financing practices and problems of the industry, and would
be able to translate some of the business demands of horﬂculture into Iay '
terms.

A member of tha S@ciety uf Amerlcan Florists or tha Allied - Flgrlsts

» wlth lo::al florlsts or grgenhauaa nwners over gampatitlve markats ar priclng A,
“person in the horticultural business would already know the parspactlvas of

2 tellow retailers who might look fearfully and angrily at a project parﬂally sub-

~ sidized by taxpayers’ funds that also is selling commodities on the ‘open

- market. The professional from the community also could give counsel on what

', products to market and when to market in a given area. = o
-Board and advisory board members may provide convenlent access: to -
L athar technlcal in!armatlon From merﬁbers pf the stata s sgrlcultural depart- C
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program can gain information about climate, water, soil, native insects, and
other potential liabilities of the locale. A university horticultural faculty
member may be able to assist with placing student interns, recommending
qualified employees, and writing suitabie job descriptions. Businessmen of
the related professions usually are aware of the job market and of resources
for recruiting capable individuals. Knowing the value of entering flower shows,
of attending certain. conventions and conferences, and of joining the profes-
sional associations would be another asset in having horticultural profes-
sionals on the board.

Equally as important as the technical help which board members can pro-
vide is assistance available from a person in the financial profession, i.e., a
banker, CPA, or accountant. Solid advice in budgets and planning and fiscal
management and a firm grasp of monetary principles is absolutely necessary
if the horticuitural program is to be established on a firm financial basis and is
to continue operating successfully.

Whenever possible, the project wants to attract to its board membership
persons who are leaders in their professions, such as the chairman of a univer-
sity department, the head or deputy of a state division, or the chief extension
agent of the county. These persons have demonstrated a commitment to their
profession and would bring extensive knowledge, community contacts, and
prestige to the fledgling operation or ongoing program.

Of course, the entire board of directors or advisory board would not con-
sist of horticulturally-related professionals. Individuals from other sectors of
the community also provide an expertise and a community balance that is
necessary in governing the project and advising the executive officer.
Members should be chosen for their competence, their identity with the com-
munity to be served, and the contingency of adequate time for perfarming their
duties. A thorough orientation to board responsibility should be provided.

The following is a list of sources from which board members might be
invited.

Horticulturally-Related Persons in Your Community

1. Professional Associations
Society of American Florists
Allied Florists Association
American Nurserymen’s Assaciation
Professional Grounds Management Association

2. Representatives of the Horticuitural Industry in Your Community
Florists
Nursery owners and operators
Growers
Grounds management owners and managers

3. University Departments
Horticulture
Agriculture
Botany
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- County Extension Agent

- Private or Public Facliities: Directors and Division Heads

Arboretums
Botanic Gardens
Conservatories
Park Service

- Local Groups, for example:

Beautification Cor- ittaas
Environmental Committees

Garden Clubs

Community-Related Individuals and Organizations
Parents
Local advocacy group for the handicappped population served
City, county, or other government executives, especially health and social
services

. State vocational rehabilitation professionals
. School system officials and professionals

Commerce, i.g., banks, business, real estate
Legal and political representatives

Itis important that a board of directors oversee and guide the total opera-
tion of the horticultural project, regardless of the nature of any program
element they support. Two rating scales developed by the University of San
Francisco are reproduced in Figures 1 and 2 to Identify the effectiveness and
accountability of board members,
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FIGURE 1 — RATING SCALE

The self-rating scale for the board of directors is introduced as a non-
threatening way of helping boards to monitor their own effectiveness. It sug-
gests that the board must be accountable, just as it holds the executive and
staff accountable. Although the tool is totally unsophisticated with regard to
measurement, it raises basic questions vital to the health and functioning of a
board — even a very sophisticated board.

— S - — —

Self-Rating Scale for the Board |

|

Rate Each item: 5-High |
1-Low

Possible Score: 65

[j 1. The Board is representative of the total community and uses it well.

[?} 2. The Board has some members who are part of the power structure
of the community.

[_11 3. The Board is an active, responsible Board.

Lj 4. Participation in the Board's affairs is reasonably well-shared by all

the members.

LJ 5. The Board has up-to-date bvlaws, keeps good records, and has a
functioning committee structure,

El

!

T] 7. The Board is supportive of the Executive Director, without being a
“rubber stamp.”

r _ , . A )

LJ 8. The Board understands and implements the rehabilitation goals of
the agency.

E} 9. The Board does a good job of setting specific objectives and
monitoring them.

D 10. The Board is sufficiently community-oriented to be able to respond
to new needs.

El 11. The Board can respond to new ideas which involve risk.
7' 12. The Board shows basic concern for staff welfare and growth.

l;l 13. The Board selects new members carefully and gives them a good
orientation toward their new responsibilities.

("l ToTAL SCORE



FIGURE 2 — RATING SCALE

The scale on Financial Information for Board Members tries to make board
members feel more comfortable about asking questions about financial
reports they don’t understand. It also underlines some of the real obligations a
board accepts in creating and operating a voluntary agency. This scale can be
used to launch a discussion which can result in a training session for board

members on “What | need to know about our workshop's finances.”

Financial information for Board Members:
A Self-Rating Scale for Board Mambers
Raie Each Hem: 5-High
1-Low
Possible Score: 50

1. l understand the difference between “cash’ and “‘accrual” account-
ing.

O 0

2.1 try to understand terms like ‘“‘cash fiow,” “receivables,”
"payables,” and other terms used in the Balance Sheet.

3. | ask questions about agency finances when | don't understand the
reports.

4.1 try consistently to go through the financial reports before look-
ing at the “bottom line.”

0O

5.1am willing to do some “homework" in order to help guide the fiscal
policies of our agency.

O

6.1 understand why deficits are to be expected in the work-oriented

facility.
7.1 accept the obligation of the Board to raise funds for the agency.

8.1 try 1o avoid petty questions about minor expenditures and deal
with major budget amounts.

9.1 accept the recognition that long-range financial planning for our
agency will require a significant participation in community affairs.

10. In my concerns for financial solvency, | don't forget the rehabilita-
tion goals of our agency.

TOTAL SCORE

OO0 o oo
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Chief Executive Officer

The role and function of a Chief Executive Officer (CEQ) may vary with the
size and the mission of the horticuitural program. If the horticultural project is
one small aspect of a larger center and encompasses only several trainees,
perhaps the chief grower or grounds maintenance manager/instructor will
oversee the operation, and little beyond the role of direct supervision will be
demanded. If the program is a major endeavor, one envisioning early and rapid
growth in sales and contracts with increasing numbers of trainees/workers
and a truly substantive training/work co-op program, then the CEQO must be
expected to allocate currespondingly more time and effort.

In this latter instance, the executive director or appointed senior staff
person will have the responsibility of administering the budgetary process,
selecting and supervising key personnel and personnel policy, implementing a
training program, and introducing business principles throughout the opera-
tion. This person must assume chief responsibility for planning, developing,
and managing the horticultural project, and often the emphasis of his or her
role will be on fiscal management. It would be especially helpful, just as with
the board of directors or advisory board, if the individual had prior experience
with a horticultural operation and knew such intricacies of horticultural
management as seasonal work and sales flow, protracted growing times, pit-
fails of equipment failure, avenues in which to seek out contracts, and the skill
and knowledge needed in key staff positions. But most important in his or her
qualifications is a sound business management capability. The chief
executive must conceptualize an organizational system and implement a
realistic program of action. He or she must be able to draw upon the board of
directors or advisory board and the administrative staff to guide the hor-
ticultural project, execute effective training, and implement efficient business
systems. Many other responsibilities may be delegated, but it is the GEO's
responsibility to enable and to enact a program that realizes the project’s
mission.



Chapter Five

ASSESSING COMMUNITY NEED
FOR A HORTICULTURAL PROGRAM

The importance of community assessment in the planning of a
horticultural training or work co-op program cannot be overly stressed. The
question is how systematically an assessment can be conducted rather than
whether to do it, and the only sound advice Is to be as thorough and com-
prehensive as possible. Assessment may be simultaneous with establishing a
board of directors, and board or steering committee members may take an
active role in collecting pertinent information. Assessment is part of develop-
ing good community relations and will help in shaping a perspective on how
the program will fit into the rehabilitation needs of the community and into the
horticultural business environment of the area.

Assessment should precede designing the program, rather than foliow
program determination. There are several principai areas to be assessad:

1. Population
* Who will be served?
* How many need the program?
* From where will these persons come?
2. Selecticn of program
* What types of programs are needed?
* What should be the first phase developed? (greenhouse, grounds main-
tanance, other aspects)
= What are the projections for sales and contracts?
* What is feasible in this community?

3. Employment opportunities
* What competitive jobs are available?
*= What is the work co-op potential?

4. Avoidanca of Eﬂmmuhity business confrontation
= What is the purchasing potential of the center?
= I3 the center's mission to prepare trained employees?
+ |3 the community aware that the center can reduce the tax dollar drain on
society?

2




* Are the center's leaders aware of any direct competition in the communi-
ty? .

* Were potential competitors informed of on-the-job training manpower
assistance?

5. Funding sources (See Chapter Six, “Getting the Horticultural Dollar™)
* Are start-up grants and loans available?
= Will ongoing training fees be charged?

Assessing the Population

The first assessment essential is to find how many individuals really need
a training and/or work co-0p program and how many of this number will utilize
the program. See the sample horticultural comimunity assessment form,
Figure 3.

Estimating a percentage of the population from census figures only gives
the most approximate number who could use such a program. To be more
Precise, one should consult the likely sources of referrals. A list of contacts
and information to be requested is found on the rehabilitation community
needs assessment survey form, Figure 4. These sample forms should be
expanded or changed to meet your specific needs and community structure.

The local Department of Vocational Rehabilitation (DVR) office is a first
source. DVR offices may have a waiting list or a projaction of future needs.
This office also may know if other similar programs are planned. Assuming
that a mentally retarded group Is the primary target, the state or regional office
of the Mental Retardation Administration may have not only a census of this
population but also a breakdown of persons who are institutional or communi-
ty residents and an idea of how many may benefit from training. Planners
should contact surrounding school system special education personnel to
determine the number of handicapped individuals who will graduate or leave
the school programs in coming years. School officials also may offer a judg-
ment on these individuals’ needs for a vocationally-oriented program. Other
generic social service agencles such as Youth Service Bureaus and Mental
Health Centers may be able to fill in the gaps and should be contacted for
future referrals. A significant group not to overlook are parents’ organizations
and local advocacy groups such as Associations for Retarded Citizens.

While collecting data about the number of individuals who may use the
program, other information also should be sought. What is the need.of the
Population: is it for evaluation, for training, for work co-op employment, for
competitive job placement? What services could or would be interlocked with
already existing ones? What sarvices might be funded through some of the
above-mentioned agencies? Additionally, in the population to be served, are
there secondary or multiple handicaps, and if so, how might these conditions
affect training in the horticultural setting? What is the estimated number of
clients who will be in training on a short-term versus a iong-term basis? Many
of these questions will not have clear responses, but they all have a bearing on
the design of the program and on the sources and the nature of funding to be
sought.




FIGURE 3

HORTICULTURAL COMMUNITY NEEDS

ASSESSMENT SURVEY

Contact Interest In

Person & Rahab Program Contracis Possible:

Phons No. {e.g.. Boara, - fype
consulfation, conlracts,  sales = size

___ employment, aic.) polential  — contact person

Commants

7mﬂﬂimi o

Grasnhouses: I

Garden Conters: __ _ . T ) i T -
Lawn Maintenance Companies: - - D
Flofists: _ 7 - ) 7777 -
Clambr ol Cicaiires i:, H ) - ) T ] -
Gevernment Bulldings - T T ) -
Private Industry: - T ) T
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FIGURE 4

REHABILITATION PROGRAM COMMUNITY NEEDS

ASSESSMENT SURVEY

Contaet Programmafic
Ferson & Needs.
Phone No — Evaluation
— Pre-Voc, Trng.
# Referrals Population  Age™ — Voo Trng. Services  Funding
Per Year Referred Range — Sh'i'd Emp. Available Available Commenis

Dagt. of Voc. Rehab.:

Mental Retardation Admin.: ) - ] o

School System Personnet: ) o o )

Dopt, of Socil Sarvicas: - o ) )
 Community M. H. Ctr.: ) ) i )
7A,;7m. e Ilunj-l Citizans: ) o o ) )

Yauth Service Burady 1 - ) ) - )

Other Rokab Pragrams ) - | ) ) i
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Assessing Program Options

All too often, enthusiasts establish a horticulture program without regard
for the larger horticulturai business community and what will be marketable in
commodities or services in the area. It is important for a rehabilitation pro-
gram to be sensitive to other businesses of the profession in the area. It ought
to be recognized that these business persons will be potential colleagues,
future employers, and competitors, and hence their good will is vital for the
program’s success in the community.

A market analysis will give a fairly accurate appraisal of some of these
problem areas. In the absence of a professional analysis, project planners
should attempt a systematic inquiry on their own. Thay can visit other hor-
ticultural centers and ask about the surrounding market:; they can talk with
florists, chain store representatives, and business persons in the Chamber of
Commerce who might be willing to share information or make an estimate of
the opportunity for plant sales and grounds maintenace contracts. In the
grounds maintenance area, one must corsider what size operation might be
feasible and must interview prospective gurchasers of grounds services: will
lawn care contracts be made with homeowners, with private companies, with
public or government facilities? are these companies willing to work with a
rehabilitation facility? are National Industries for the Severely Handicapped
contracts (federal set-aside contracts for the handicapped) possible? See
Chaptar 23, “Contracting,” for more details,

Assessing Employment Opportunities

Not only must business opportunities be analyzed but the availability of
job opportunities for the trained handicapped workers also must be establish-
ed. In some more isolated regions jobs are scarce, and jobs in horticulture and
related fields are almost nonexistent. The best job placement opportunities
are in an area where there are parks, botanic gardens, an aboretum, or private
and public businesses and organizations which have grounds to be main-
tained. However, it is important to know that many existing training programs
have utilized the horticultural environment to develop basic job responsibility
and job productivity skills which have resulted in successful employment in
other than horticulturally-related jobs,

Assessing and Avoiding Community Business Confrontation

The fairest response to the question of dealing with the competition in the
marketplace is that, if the horticultural program offers a quality product or
service at competitive prices and demonstrates basic sensitivity to its fellow
horticultural business community, the center will gain acceptance and will
develop a self-earned income successfully.

One should never use the program’s looked-upon advantages (tax support
doliars, tax exempt status, United Way contribution, etc.) to create undue
financial stress on neighboring businesses. For example, if there is only one
greenhouse in town which relies on its seasonal sales of poinsettias, Easter
lilies, etc. — sales vital to its existence — then do not pursue marketing of
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those plants. Turn the situation around; meet with the owners and discuss
how you can assist them, perhaps by furnishing a seasonal, contracted-out
labor force. growing rooted cuttings for them to finish off, or developing dif-
ferent non-competing products. Purchase materials, whenever economically
allowable, from local suppliers. When locai businesses find themselves short
of a certain crop, be pleased to wholesale it o them. Stress the fact that your
ultimate goal is to train good workers for their employment. Show how your
removing the handicapped person from tax weifare rolis saves everyone tax
dollars. In gerera!, be a sound, competitive, but sensitive element of the
horticultural business community.

Assessing Funding Sources

While conducting the initial community survey, one shou!d be aware of
any funding sources related to the contracts, such as start-up grants and train-
ing fees from DVR. However, for more in-depth source material and informa-
tion on program funding, refer to the following chapter, “Getting the
Horticultural Dollar.”

In this chapter on community needs assessment, only the most general
measures of the need for and the acceptance of a horticultural training
program have been raised. Many other considerations, including start-up
costs and personnel, will be considered later in the Manua! when discussing
the type of training program and the specifics of a greenhouse or grounds-
maintenance service to be developed.



Chapter Six

GETTING THE HORTICULTURAL DOLLAR

If the horticultural training project will be generating its own income, why
is there a need for “getting the horticultural dollar?” Any business, including
the rehabilitation training program, must generate its start-up capital and
operating expenses. The financial outlay for equipment and professional staff
will vary, but initially substantial resources are required. Even s0, the self-
earned income of the training program never equals the total costs and
expenditures of the project. Because training by definition implies less than
maximum efficiency of the trainees and because training has its own costs,
the income from sales and contracts does not independently support the
whole program. The need to raise the necessary capital for the horticultural
training center is addressed here.

The essential ingredients in seeking funding rest with answers to the
questions, “Where do | leck for funding?” and “What do | do to get it?" A
booklet entitled “Funding Sources for Horticultural Therapy Programs,”
prepared by Richard P. Coorsh, Gale D. Snoddy, and Paula D. Relf and publish-
ed by NCTRH, annotates more resources than are appropriate here and pro-
vides further procedural details. This summary will draw from that writing and
others to point to resources and to suggest some fundamental proposal and
grant writing principles.

Fundraisers

A fundraiser may appear an unlikely method with which to begin, but for
projects requesting less than $10,000, it may be a first avenue for considera-
tion. Few foundations and federal grants give much attention to proposals
amounting to less than this amount. In the event that this sum represents
one’s start-up tigure, program planners may want to lock at the choices open
to them, from a well-organized bake sale or a multiple-family yard sale to the
professionally-run fundraiser employing a mailing campaign or direct appeal.
Frequently, close ties with community groups, such as the Jaycees, Civitans,
fraternal organizations, garden clubs, or church groups, provide a program
with community identification and a pool of people and good will which
generate a good beginning. Garden clubs or members of professional hor-
ticultural associations, such as the American Nurserymen’s Association, the
Professional Grounds Management Association, or the Society of American
Florists, may supply a program with plant materials or know-how to get
started. As exemplified in Raliford, Florida, such a professional association
stimulated a program's development through collaboration on subsequent
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empioyment, provided that certain competitive areas were respected. Hence,
fundraising should be explored by program planners who may be starting
small and who may wish to build up their experience before moving
wholeheartedly into an expensive project,

Foundations

One source of substantial funding is the foundation. Foundations may be
either public or private, depending upon the source of the foundation's
income, and family or corporate according to their philanthropic origins. It is
important to understand the philosophy behind feundations generally and to
know the specific interests of a foundation from which one is seeking funding.

Generally, foundations concentrate their support in the communities
where their employees live and work, Their first, greatest interest is usually in
the area of health and welfare with an emphasis upon community-oriented pro-
grams and United Way funding in an effort to guard against injecting any
divisive influences in the community. Education is their secongd greatest
interest. This commonly means support for coileges and universities, but it
also has resulted in grants awarded to vocational education programs.

Finally, they often provide support for innovative programs to improve
aducation for the disadvantaged.' However, Coorsh, Snoody, and Relf point
out that, “Generally, foundations do not support general operating expenses,
builiding and other construction projects, emergency funding requests, groups
without a so-calied ‘track record,’ projects which are not innovative, and
existing projects requesting maintenance funds.” They rarely provide funding
to programs without tax-exempt status,

Some foundations may have a record of a broad variety of funded
programs while others restrict themselves to specific issues. It is good policy
to inquire about the previous types of programs funded (usually available from
the foundation’s annual report or IRS forms 990-PF or 990-AR). It aiso may be
advantageous if members of the foundation's board of directors live in or
around your community.

How does one identify the foundations that will be good prospects? The
following books have information on foundations and shouid be available at a
large public library or university iibrary. All can be purchased through their
publishers.

The Foundation Directory, Edition 7, Marianne O. Lewis (Ed.)
New York Foundation Center, Columbia University Press.
Fully comprehensive reference work inciuding small and
large foundations.

The Foundation Center Source Book, Terry-Diane Beck and
Alexis Gersumky. New York Foundation Center, Columbia
University Press, 1975/76.

'From the preface to Taft Corporate Foundation Directory, Jean Bord-
sky, Senior Editor,
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Government Agenices

Programs which are operating in the rehabilitation field already may be
involved with various government funding offices and procedures. These
procedures are not substantially altered for starting a horticultural program,
whether operating as a business or not. Seekers of government grant dollars
may begin at any level of government avaiiable to thern — city, county, state,
regional, or federal. Because funding agencies may exist in an interlocking
network (regional offices distributing federal money to states and states to
counties, etc.), program executives should attempt an overall funding plan
before singling out a government body for support, or before requesting
money only for a single aspect of the horticultural program. Requirements for
matching funds must be examined. Application procedures and the use of
grants depend heavily upon the guidelines of the respective agency, the type
of program presented, and the population served.

County boards of education, county commissioners or supervisors, and
state and regional departments frequently are more receptive to proposals
that involve a shared funding responsibility. Matching funds generated by the
project itself from other funding sources, in-kind services, contributions
received or self-earned monies all manifest a commitment and a desire to
succeed which is much more convincing to those spending tha taxpayers’
money than is a simple request for funds. Developing matching funds
presents its own set of challenges to the project director but is worth the
affort. :

Itis not uncommon that upper level bureaucracies require more extensive
application procedures and review which take greater deliberation and a
‘longer waiting period for response. Hence, a requisite for seeking government
funding is time and patience. Coorsh, Snoddy, and Relf indicate that it may
take from 1 to 12 months to process some grant proposals at the federal level.

Preparing the background research, analysis, and contacts for govern-
ment grant applications often demands more effort than that expended for
foundation grants. One must define the project’s needs clearly and relate
these needs to the funding agency's goals. Detall is particularly important:
documentation must be complete, evaluation measures specified, budget
requirements neither overestimated nor underestimated.

County, State, and Regional Departments

Funds from local governments are more readily applicable to operational
costs, so grant applicants may not need to demonstrate “innovative” or
unique programming as at the federal level. Monies may be sought from the
general funds or from individual departments such as the board of education,
. Special grants may aven be available to offset deficits, depending upon the -
proven value of the program. At the state and regional levels more emphasis is
placed upon whether the monies requested are for specific goals that the

funding agency addresses. As a groundwork is laid for grant submission, -

reprasentatives from agencies such as Vocational Rehabilitation, Mental
Retardation, Developmental Disabilities or other relevant divisions should be
consulted for guidelines on how to apply for these monies.




It is wise for program planners to establish a level of rapport with the
local government body, such as the county commissioners or city council. For
both business and program support reasons, community identitication needs
to be developed. It is important to show these local representatives how the
program is meeting specific needs of their constituents. Some commissioners
may respond more readily if a certain citizen sub-group is served by the
project: an under-21 age group may fall within the bounds of the school
board’s jurisdiction. Or, the program may justifiably show how it corresponds
to another area of governmental priority. A final and not Insignificant source of
funds is discretionary or programmatic monies which might be available from
local governments. For example, these community officials may be the prime

sponsors of federal programs such as CETA (Comprehensive Empioymentand . -

Training Act) and CDBG (Community Development Block Grant) which can
support the horticultural training project in substantial ways.

Federal Saurces

The general recommendations for writing proposals for foundation funds
apply equally when seeking federal monies. Grants vary widely according to
their applicability for operating expenses, salaries, facility construction or
expansion. Usually, federal monies are earmarked for innovative demonstra-
tion programs developed to define or meet a specific need. As previously
stated, it is necessary to identify as many sources of funding in the federal
government as seem to have potential, but it is essential to target agencies
according to their goals. Federal grant applications are very specific in their
requirements for the funding area being addressed, the description and goals
of the proposed project, and even the quality of writing and form,

Some funding programs at the federal level require a state clearinghouse
procedure to avoid duplication of effort. This is called the “A-95 Clearinghouse
Review" and funding directors customarily know if it is required. This review is
demanded by law to be processed within 30 days, and the time delay and
procedure must be planned. For more information, planners may write for the
following decumentation:

A-95: What It Is — How !t Works and
Circuiar A-95 and Atlachments
Intergovernmental Regulations and Regional Operations
Division
Office of Management and Budget
New Executive Office Building
Washington, D.C. 20503

The clearinghouse review requirement most frequently will apply to federal
grant applications. It cannot be emphasized too strongly that these federal .
applications require extensive time for preparation and completion.

Federal sources of funding are by far the most numerous and also the '
most elusive, mostly because of competition among the large number of
applicants. But where does one begin? The National Association of
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‘ ain to rahahilitatlan agancias Summaries with cont
E parsans and addresses are included. This booklet is available by writing: -

- Blractar )

"~ Program Devalcvpmant
MNational Association of Rehabilitation Facilities
5530 Wisconsin Avenue, Suite 955
\Nashington D.C. 20015

- The reader is referred to Guorsh Snoddy, and Relf who identify other. '
, rasaun:es far the hartic:ultural program, Heré ara a few Qf the places tg start

largest por‘tian of fu 5 that rnay be apphcable far the hortncultural center
HHS operates througn four departments:

1. The Public Heaith Service

2. The Office of Human Development

3. The Social and Rehabilitation Service

4. The Social Security Administration
Each of these divisions operates its own programs and works through smaller
‘offices. For information about the Department of HHS's policies and
-procedures on grant applications, the following two publications may be
helpful: ‘ A

“Profiles of Grant Programs” (cost: $1.55)
Superintendent of Documents

U.S. Government Printing Office

Washington, D.C. 20402

“Grant Administration Manual” (cost; free)
Dfﬁce éf the Adminisiratar

Depaﬂmgnt of Health and Human Services
- 330 C Street, SW
Washington, D.C. 20201

- Of particular note is the U.S. Department of Education which houses the
ureau of Education for the Handicapped and the Bureau of Occupational and
7 Adult: Education, among others., For an overview Df grant _programs
) admlnlstered by the Educational Dlvislcm write:

U S Depanmant ‘of Educatlon
400. Maryland“A enue, swW-
Washlngtun ch 20292 '

e The 5lnglg__ rm;st Eﬁmprghanisiva:ﬂaﬁu;ﬁent ﬁn_ f\adaral’pragrémséﬁ



‘ ,t‘l_vltjé's'_,p‘rﬁviﬂ"iﬁg__:’g’;séig'iaﬁéa to state and local governments and pi-gfig and
- nonprofit ‘institutions, -both ‘public:and private, 'is the Cat fig:gf_Fed_e:s_!  5

9. (cost: $16.00). It is avallabie at the U.S. Gov

\ithough quite substantial and overwhelming to the novice, it is indexed with -

fbang’fi,gsgﬁﬂ services in categorles including agricuiture, business-commerce, -

S education, employment, housing, income security, and transportation,

The Federal Register (cost: $50.00/year, -75¢/single issue, u.s. Govemn- -

‘ment Printing Office, also available in public Iibr_aﬂes)"prﬁ\ildes the mt:st up-to- k )
date information on rules and reguiations for various government offices. - -

... The -Annual Register of Grant Support (cost: $52.50) Is ‘available from

' Marquls Who's Who, Inc. and provides a listing of over 1,500 funding sources
that include both government agencies and foundations, Write: -

Marquis Who's Who, inc.
200 East Ohio Street
Chicago, liinols 60611

Some of the agencies that have funded horticultural programs are listed

below. Through the Rehabilitation Act of 1973, the Rehabilitation Services

- Administration provides project grants and contracts for the expansion and

improvement of services for the mentaily and physically handicapped. Check
with your state Department of Vocational Rehabiiitation and write to:

Director, Division of State Program Financial Operations
Rehabilitation Service Administration
Office of Human Development
Office of the Secretary
Department of Health and Human Services
Washington, D.C. 20201
The Developmental Disabllities Office provides project grants to states
and nonprofit organizations for support of projects of national significance,
demonstration of new services, and tralning and technical assistance. Write
to:
Director, Administration on Developmental Disabilities
Office of Human Development
Department of Health and Human Services
330 C Street, SW
Washington, D.C. 20201
, Title XX of the Social Security Act, Amendments of 1974, provides grant
monies for low-income individuals, usually through their state agencies.
Qualiifications for handicapped persons and others are based on Income
levels. Write to: ‘ : ' )
Director, Division of Program Development
Public Service Administration
Social and Rehabllitation Service




" 'Bureau of Supplemental‘sééuﬂty Income
108 Waest High-Rise
.- 'Social Securlty Administration
- Baltimore, Maryland 21235

Tﬁe Small Euslness Administratlan s Handicapped Loan: Assistanca
- Fn:gram may be an important source of low interest loans for construction or .
"”aparatlng capnal Infurmatlan abuut SBA programs may be sought from:

thce af tha Admiﬁistramr
Small’ Businsss Administration
1441 L Street, NW
Washington, D.C. 20210

CETA

. . The Department of Labor operates the CETA program which has been .
utihzed by traiﬁing and cn—ap pragrams CETA has pn:van to be an axcellant(i
A ' A

: ;’Cltlzans Advlsaw 'Graup whicr  he
" applications, etc. Be aware of t Is: group ‘Better- yet = beca me :
- CETA: programs, which -are lmpaﬁsnt to. rahsbilltatla’

éi.tharized by Titles I, Il, I, IV, Vi, and VII. -
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‘Municipal Services may be of assistance. . ; e R

© i Both-8urplus land and equipment (office or field equipment) are availab
. from_.the -federal . government.--Negotiations -for-land- may be ‘sought~gut -

~individually or in cooperation with a county or state agency. For information

- about federal surplus property, write: _ :

‘charge of Public Services, Natural Resources, the Agricultural Department;

Assistant Commissioner

Office of Real Property

Public Buildings Service

General Services Administration
Washington, D.C. 20405

For Information on federal surplus personal property {equipment), write:

‘Directar, Utllization and Donation Division

Federal Supply Service .
General Services Administration 7 .
Washington, D.C. 20406 ) : '

It is now a cliche to say that grant writing Is an art. More than that, it is -
work that requires perseverance and practice paired with getting to know the .
ropes. Coorsh, Snoddy, and Relf raise the possibility that without prior .
experience a program director might consider hiring a grant writirg consult-"-
ant. This option may depend upon the monies available to the program and the -
axtent of need for-this service. On the other hand, one may wish to write the -
first grant requesting the professional consuitant. Sy

~ The grant applicant should be aware that contacts made in the proce

researching, writing, and submitting an application may be exploited
Pursuit of funds. If the original application is not funded, apply again
-the next funding cycle. Sometimes an organization wins a'grant after ap
unsuccessfully several years in a row. Once a grant is won, this 54 e funding
source, especlally in the case of a foundation, is usually a'good source of
funds for subsequent needs, such as expanding a program for which i
supplied start-up funds. : ‘ . AR
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4. Grounds maintenance services are largely seasonal with the length of
the contract season depending upon the nature of each contract and -
the climate of the area. In the height of the season, Saturday work may
be required; in the winter months, alternative work must be found.
Indoor janitorial work is one possible solution. Another is requiring
staff and workers to take annual leave during the winter period.

RS

5. Vacation time for staff and workers usually must be restricted from
periods of peak activity. While this is ordinarily not a problem, some
policy planning ought to be done in this regard.

6. A policy of informing the staff and workers about sales/services and
income/expenses (or profits and losses) helps to develop .an
awareness of the business model being implemented. While this may
not customarily be thought of as a personnel policy, it is considered -
80 here in light of its motivational and organizational importance to
staff, trainees, and workers. '

7. Combining training and business models may create conflicts over
differential demands upon professional horticultural staff and office
or service-related staff. There is a particular need to define respon-
sibilities since some duties may overlap and others may be overem-
phasized. In addition, conflicts may arise over demands .upon
horticultural staff for longar work hours than for strictly training staff
and over differences in pay levels despite apparantly similar
hierarchical levels. Any such conflicts must be dealt with openly and
clearly.

In-Service Training

There are two aspects of tha horticultural training program that warrant
continual updating and for which in-service programs are valuable. These are, -
~ first, training procedures and second, greenhouse or grounds management.
busingss and production policies. . : R
In-service periods devoted to establishing training ‘methods and :
- consistency are considered essential in a training program. Since there are . -
few tried and true means already outlined for horticultural training programs,
statf members frequently will come with a varlety of skills and approaches, all.
of which may be valuable. However, for trainees to benefit from a program, .
some degree of continuity should exist among instructors and across different.
‘situations so that methodologies, such as task analysis (see Chapter 13), are
- reinforced consistently. At the. same time, ‘modifications to.any progra
' should be made In order to improve training. The regular. provision of in-servi
*_periods can underline the role of training and confirm. that it Is the maj

:-.component of the horticultural training center. B U S S
- .Business policies are to be monitored continually for efficiency. Periodic
meetings on developing greater productivity or quality serve to spread unifor,
~procedures- throughout the staff. In the case of untrained staff, product
. methods will have to be taught, and sufficient time should be allocated for th
purpose. It is also advantageous to provide time and money for professional:
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Plant Marketing/Sales Specialist - A greenhouse of significant growing
. potential eventually must employ an individual with primary responsibility for
knowing what to sell and how to accomplish selling it In the community. This
person must have fundamental sales knowledge and must know what avenues
of marketing might be pursued most successfully, such as a retail shop,
bullding sales, roadside retail outlets, a wholesale market, a combination of
the above, or other alternatives, The ability to keep accurate records and to
make projections of future sales is likewise necessary. This person must be
sensitive to other competitors in the area and develop a working association
. with them. The sales specialist usually will represent the horticultural center
in flower shows and trade meetings.

Grounds Contract Marketing Specialist - In grounds management, a
contract specialist seeks out and procures contracts with industry or govern-
ment in the surrounding area. He or she must be able to develop contracts that
can be implemented efficiently by the training and/or work co-op crews and
must be familiar with the equipment required for given contracts. The contract
specialist ensures the completion of the job and plans development of new
sites 6 to 12 months prior to the contract season, This person must become
aware of the kind of work best suited to the crews’ levels of competency, for
there is a great difference in mowing a flat, treeless lawn and tackling a
cemetary with rolling hills, scores of trees, and hundreds of above-ground
monuments. . )

Greenhouse/Grounds Maintenance Crew Instructor- This position is
critical to the ultimate success of the training program. The new breed of
college graduates having formal training and a combination of social, educa-
tional, and horticultural knowledge and skills is strongly recommended. (See
Appendix for sources of staff recruitment.) .

Greenhouse/Grounds Maintenance Crew Foreman - The position of crew
foreman in the work co-op setting requires greater emphasis on technical
greenhouse or grounds maintenance skills and experience. Of particular value
is supervisory and leadership ability. Two-year A.A. degreed graduates from
applied horticultural schools make excellent crew foreman.

Greenhouse and Equipment Maintenance Person - One of the most under-
rated staff members has always been the person in charge of maintenance,
This individual should have a basic knowledge of carpentry, electronics, and
mechanics. The bigger the operation, the more critical this maintenance posi-
tion becomes. In a grounds maintenance operation, a person with comparable
skills is required, although the emphasis here is on maintenance of equipment
and vehicles of the grounds maintenance program. An additional requirement
of a maintenance person is availability to respond to emergencies on call and

*to put in large amounts of overtime at peak periods of activity.

Numerous other quality staft are highly important for the efficlent and
productive operation of the center's program. These include counselors,
accountants, and support service personnel. Their number depends upon the
size and dimension of the program. Also, the larger the greenhouse or grounds
maintenance operation, the more specialization there will be in respon-




sibil as uch as shipping, praduct d&valapmem contract field supervisiun,
andsca| ng senficas and lnteﬂar plant design and maintananse

ARaerumng Sm,lrecs

A Ilst of several sources for recrulting persons trained in hanicullure in
th laur—year and two-year academic degree programs Is located in the

A x.Job openings can be advertised in trade magazines and a job bank .-

.‘source which.are listed. It is worth emphasizing that, in regard to greenhouse .

”eadarshlp, "experience must be highly régarded,., since _contending - with

' idiosyncracies of water ecomposition, climate, Iightmg. choice of crops, etc.,

raqulres more than acadermic training.
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Chapter 8

ADMISSION, EVALUATION AND TRAINING
PLACEMENT

Having already determined the population to be served and their numbers
and needs, the program developer must set up policles and procedures for
recelving admission requests and referrals, for evaluation, and for placement
in the area of training most agreeable with the individual's needs and desires.

First, minimum standards and criteria to be met must be set for those
accepted into the program. Depending upon the mission of the program,
decisions must be made on such matters as miniinum seff-care skills and
mobility required of the prospective trainees, whether severe emotional or
behavioral discipline problems can be served by the horticultural program, the
advisability of serving persons with multiple handicaps, how severe or miid
the handicapping condition can be, age requirements, etc.

Referral Sources

Referral sources then can be told of the new program and provided with
requirements or standards to be met by prospective trainees.

A good working relationship should be initiated and maintained with each
referral source whose representatives surely will want to visit the program
site, see the facilities, and meet one or more staff members with whom they
will be working.

Local referral sources may include:

physicians

vocational rehabilitation office

a chapter of the association for the handicap to be served
office of the government agency for the handicapped
citizen advocacy groups

department of social services

other centers or programs for the handicapped

CETA offices

public school special education office

employment office
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Screening

Screening procedures enable the program to determine the suitability of
the person referred. An initial tei :hone screening will establish the prognosis
for eligibility. The staff member responsible for intake and evaluation will want
to meet personally with the prospective trainee, referral counselor, and, if
appropriate, his or her parents or guardians to ascertain that entrance criteria
can be met and that the person desires to participate in the training program.
Prior to the initial interview, as much information as possible should be
gathered to speed the screening process and to aid in making appropriate
referrals; application forms should be filled out and releases and information
requested from any past sarvice providers.

Evaluation

Evaluations should be made following the screening process. Medical
and psychological evaluations should be performed. If the program is not
equipped and staffed to perform these internally, they must be accomplished
privately and the results presented as part of the evaluation procedure. Many
times these evaluation results c2n be obtained from the referral source, such
as an office for vocational rehabilitation, the public school system, etc. The
screening process also may reveal specific questions, pertinent to the
individual, which should be answered.

But the horticultural program also will want to include a work evaluation
procedure as part of the intake process. The applicant can be given one or
more of a number of tests which measure various physiecal, attitudinal, voca-
tional, and academic abilities plus work responsibility, productivity, and skill
level. An on-the-job evaluation is perhaps more valuable as the applicant
spends several days or weeks, as appropriate, participating in the program
settings. Such a sample period provides staff with a good observation of the
applicant while the prospective trainee gains knowledge of the training
program and its opportunities.

Evaluation results should be made known and discussed openly with
those persons concerned — the applicant, parents or guardians, counselor,
etc. If the decision is made to accept the applicant into the training program,
program personnel will explore in this meeting long-range expectations for the
trainee in light of his or her potential balanced with the training program’s
capability of tulfilling that potential. As a result of this conference, short-term
and long-term goals are formulated by the interdisciplinary team and an in-
dividual training plan developed for reaching those goals.

Tralning Placement

Selection of the tr,si%ing setting should be made, to the extent possible, in
conjunction with the expressed wishes of the trainee. Placement can be made
at any point along a continuum of development, from prevocational to voca-
tional to work co-op, as is indicated by the evaluation. Initial placemant should
anable the trainee to begin at his or her level and allow for systematic
upgrading in skill and work habit development. :
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Chapter Nine

TRAINEE AND WORK CO-0OP
WAGE DETERMINATION

Wages paid to ftrainees and co-op workers are regulated, in most
instances, by federal and state legisiation. The wages of trainees and co-op
workers will be an important aspect of the business operation; hence, salary
policiez must be clearly established.

Three wage guidalines whlc:h shnuld ba follnwed are consistency,
lng lhruugnnut the nparatlan. regardless of whethar thay are on greanhousa
grounds maintenance, or other craws. Waorkers ought to be informed of their
job positions and responsibilities and told how wages will be paid based on
those duties. Trainees and co-op workers must have assurances that they are
being treated fairly. The worker may not know how pay scales are worked out
rnathematlr;ally. but ha or she should ba given an understanding of prevailing

fnrmanee Finally, the canter rnust maintain dncumentaﬂon suppartlng the
wage rates of each traines, the job responsibilities for which they are paid, and
the basis on which the pay rate is calculated. Some efficlent and accurate
means must be established for recording trainees’ overtime hours. The
Federal Labor Standards Act spells out other items for which documentation

must be kept.

Department of Labor Regulations and Special Certificates

The horticultural center must adhere to federal regulations established by
the U.S. Department of Labor (DCL) in the Federal Labor Standards Act (FLSA),
including those which prohibit discrimination based on sex, age, handicap,
race; or creed. Of particular lrnpartance here are tha speciﬂcatians of the law
which pertain to paying wages of less than the minimum rate and which will
apply to most trainees and many co-op workers.

Since many handicapped workers are not work productive at the same
rate as an average nonhandicapped worker, and therefore to pay equal wages®
for unequal work output would not be cost afficient, the U.S. Department of
Labor has established regulations under which a nonprofit work program
which assists in the rehabilitation or employment of handicapped persons
may pay subminimum wages.

The law states that the training program or work co-op must apply to the
Wage and Hour Division of the DOL for a certificate walving the minimum
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wage requirement. Although, under the FLSA Amendments of 1977, the

minimum wage is $3.10 an hour effective January 1, 1980, and $3.35 an hour

effective January 1, 1981, the applicable minimum wage in a specific vicinity
and a particular industry may be higher. Questions concerning the proper
minimum wages applicable in a specific situation should be directed to the

Wage and Hour Division's Regional Office in your area.

Five types of certificates authorizing subminimum wages are available
for clients employed in training and work programs.

1. Regular program - a work program other than a work activities center pro-
gram or evaluation or training program. The minimum wage set in the
certificate may not be less than 50 percent of the applicable minimum
wage.

2. Work activities center - Clients must, among other requirements, meet the
test of “i~consequential productivity” which specifies that the clients’
physical or mental impairment must be “so severe as to make their produc-
tive capacity inconsequential.”
Evaluation and 4. Training
Evaluation and training programs must meet certain requirements pertain-
ing to training, instruction and supervision, recordkeeping, and progres-
sion. It evaluees or trainees are paid less than 50 percent of the applicable
minimum wage, the program must receive prior authorization from the
state vocational agency. However, if any production is done, it is suggested
that a Work Activities Center certificate be obtained.

Individual rate - If the minimum wage for a particular individual is less than

the regular program minimum wage, and the pragram does not have a Work

Activities Center certificate, an individual rate certificate must be obtained

and receive state vocational rehabilitation agency authorization. However,

in no case may an individual rate be less than 25 percent of the applicable
minimum wage.

Generally, certificates are issued for one year and are renewable upon
application. For newly-established programs, short-term certificates may be
issued to allow time for accumulation of required data. The certification
procedure is administered by the regional office of the Wage and Hour Divi-
sion of the DOL and certificate applications should be sent to that office.
Some states may require approval of the lower pay scales by the state office
which controls wage rates. :

LLJ‘

i

Wage Rates and Time Studies

Below minimum wages must be commensurate with wages paid nonhan-
dicapped workers in the vicinity for essentially the same type, quality, and
quantity of work. Wages may be paid at piece rates or at hourly rates, but
because of the nature of horticultural work, it is usually more desirable to pay
on an hourly basis. To establish the proper wage rate to be paid each trainee
and worker, time studies must be conducted on a regular and continuing basis
or at least every six months. A time study provides an estimate of productivity
expected from the nondisabled worker and is used in the comparison of the
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productivity of the disabled individual. Sample time studies of basic
greenhouse skills may be seen in the Appendix. Each center is advised to work
out its own standards since individual differences in materials, conditions, or
procedures may occur. Studies should specify the conditions, the process,
and the accuracy measure under which the time study is performed. For exam-
ple, a time study for lawn maintenance should show rates at various sites
because each of these sites is characterized by different topographical condi-
tions: greater or lesser numbers of trees, slopes or flat areas, obstacles
around which to mow, etc,
in general, a time study includes the following steps.

1. At least three nonhandicapped persons who are familiar with the task are
selected to perform the task. Usually these are greenhouse or grounds
instructors, as appropriate. Persons with unusually high or low dexterity
should not be used in a tirie study. Document carefully the method used
and record each step of the process, including names and addresses of
those taking the test.

2. The nonhandicapped individuals complete the task under the conditions
specified for the handicapped individual. For example, the pots of specified
size are laid out, soil is premixed and available at a bench, stock and flats
are placed at the bench. For a grounds maintenance task involving mowing,
a lawnmower with a full gas supply is ready and on site. The nonhandicap-
ped workers then complete the task in the same way specified for the
trainee or worker.

3. The average time and accuracy of the instructors are used to calculate, to
90 percent accuracy, the rate for the task.

4. The handicapped trainee or worker completes the task, in the specified
manner, without further prompting or training by the instructor and under
timed conditions. If possible, two or more timed trials should be performed
at different times of the day (morning, mid-day, close of day) to abtain an
average.

5. A production rate is calculated which takes into consideration accuracy,
quality, and quantity of work produced. This production rate then is
multiplied by the base pay in the job description. In many instances,
horticultural labor is set at minimum rates; however, some jobs do specify a
wage higher than the minimum and this is the case rate used. In contracts
negotiated through NISH, the industry's prevailing local rates are built into
the contract (see section on NISH in Chapter 23 “Contracting for Grounds
Maintenance").

Management personnel of the horticultural center should work very close-
ly with the regional DOL office in establishing and reviewing all wage
determining procedures.

Recordkeeping

The horticultural center is required to maintain and have available for
inspection records which thoroughly document each worker's handicar: pro-

47

99



has been obtained and industry production performance and wage standards.

Recordkeeping regulations are available from the DOL Wage and Hour
Division,

O

ERIC

Aruitoxt provided by Eic:



Chapter Ten

MANAGEMENT INFORMATION SYSTEMS

Basic management systems consist of immediate and long-range plan-
ning, dally operational systems, and program evaluation reporis. Each must
be planned, administered, and evaluated with sensitivity and common sense.
Forbes Magazine, proclaiming a corporate success story, stated, “Maybe
that's all good management is: a judicious mixture of common sense and
rigorous planning.”

The rehabilitation and work co-op programs for handicapped persons
historically have been weak in basic, integrated management systems.
Without a baseline understanding and implementation of sound management
principles, the training quality (trainee development) and business efficiency
(self-earned dollars) of horticultural programs will be greatly reduced.

Foilowing are brief introductions of management topics which the
horticultural program administrator will use as a springboard to further study.
These topics include mission clarification, planning, operational systems and
policies, evaluation, and common sense sensitivity,

Mission Clarification

The whole integrated management system starts with the purpose of the
arganization. Without a clear mission statement, the best planning and opera-
tion and evaluation systems will be less than successful, for these systems
are simply tools to be used in accomplishing one's mission.

A major weakness of most mission statements is that they are too global
in definition and never really state in qualifying terms just what the program
intends to accomplish,

Planning

Perhaps the greatest weakness — and conversely the greatest need of
many administrative personnel — Is planning. The importance of good plan-
-ning cannot be overemphasized, for through planning, the mission’s goalsand
objectives are defined. Systems are built to evaluate the strengths and -
‘weaknesses and periodic progress of the plan, all of which will bring about
plan redesign as necessary. ‘ '
Planning takes time and people: time, which in the long run will prove to
“be not only highly productive but also absolutely necessary, and the involve-
ment of all personnel associated with the program, including trainees and co-
op workers. Without staff, board, and community involvement, any plan will be
_termed “your plan so you implemarit it.” ' -




Ample material on administrative planning methods is readily available
from libraries and bookstores.

Operational Systems and Policles

The purpose of systems and policies is to provide the tools by which
plans are implemented. Responsibilities, authority levels, and accountability
checks are clearly defined; problem solving techniques are implemented; good
communication channels are opened and used.

As in the planning process, it is good management to have program
personnel involved in the formation of basic management systems and
policies. This involvement is termed “Participatory Managemsnt” which, with
other effective management systems such as Management by Objectives and
Management by Exception, is necessary for a successful, smooth-running
organization.

Management operation systems can be exemplified by the financial
systems under which daily, weekly, and monthly repcrting and tracking infor-
mation is gathered. This information is used to control and direct the financial
outcomeas of each program area. Evaluation and control tool components
consist of budgets, cash fiow schedules, monthly financial statements, and
annual audits. Also, daily, weekly, and monthly reports of actual sales and
service income are essential, especially if se.f-earned inceme is significant.

Equally important is a system of information which objectively states the
accomplishments — or perhaps the lack of accomplishments — of the
program as a whole. By using one of the program svaluation systems, one can
track the effectiveness of the program to whatever level is needed.

Evaluation

Of utmost iiportance is the establishment of evaluation systems. An
overall development plan is oniy as good as Its built-in evaluation controls
which inform personnel of the need to expand, reduce, eliminate, or complete-
ly redesign components of the plan.

There are many evaluation systems available for use. Ona highly recom-
mended evaluation system Is Program Evaluation: A First Step put out by the
Commission on Accreditation of Rehabilitation Facilities (CARF), 4001 Waest
Devon Avenue, Chicago, illinois 60646. Basically, this system assists a facility
in the “first step” foward standards of accountability to be met by any’
organization in measuring outcomes or results in such a way that program
performance can be improved and community support can be enhanced. ]

Staff members who are directly involved in the program on a daily basis
should be aware of what is expected of them and how their performances are -
measured. Actually, since they originally participated in establishing goals
and the methods to reach those goals, they are tracking their own perfor:
mances. This self-evaluation has a positive effect on staff personnel versus
the usual negative feelings associated with accountability. .
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Common Sense Sensitivity

The final principie of good management is being sensitive to others and
aware of the value of good old common sense. A good measure of
administrative common sense, supported by ongoing planning, participatory
policies and systems, and objective evaluations, will result in highly
successful training and work co-op programming.
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GREENHOUSE PRODUCTION MODELS
FOR TRAINING AND CO-OP WORK

Chapter Eleven
GOALS IN A GREENHOUSE PROGRAM

In designing a program for training or co-op work using the greenhouse
environment, one first determines the goals of the program for the persons it
will serve. In some plans the greenhouse operation may have a singular
purpose within a larger diverse program; in other plans, it may encompass
multipie levels of programming using the same greenhouse facility and serv-
ing persons of varying abilities. These different circumstances warrant goals
having their own priorities and organization. Without conscious attention to
clarifying what one wants to accomplish within the greenhouse setting, it is
possibie that any of a number of influences can take control of the program.
Clearly stating the goals of the greenhouse program puts these elements
under the control of the planner and director.

Three components that enter into setting the goals of a greenhouse
program are: .

1. Purposes: What do you want to accomplish?
2.

Persons and disabilities: What disability is being served and how many
individuals are involved?

3. Self-earnaed income: What role is it expected to play within the program’'s
goals?

Planners must assess how much control they have over each of these areas in
order to determine how much control they may have over maintaining the

original goals of the program.

Purposes: What Do You Want to Accomplish?
The greenhouse program as described herein is divided into three modeis,
each with its own purpose.

Prevocational training builds up personal, social, and work adjustment
foundation level behaviors that are considered prerequisites for vocational
training. The focus is on how the trainee deveiops self-esteem, good personal
attitudes, and communication; how the trainee interacts with co-workers; and
* how the trainee tits into the work environment, is motivated, punctual, respcm-.
~ sive to supervision, etc. Productivity is emphasized.

‘The outcome of prevocational training is a person who has developed pro-
per personal and social behaviors and a basic understanding of and adjust-
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Suecasafully c:iaaring new plams from cutﬂngs aiﬂrms one’s capabliities and
sell-worth.

vat:stiaﬁal trammg pmgram- Thase prsvecatianal lndivlcjuals ganara"y are,
responsibie for themselves, function effectively in a group work setting with
co-workers, and have demonstrated basic understanding of and participation
in the work environment.

Vocationsl training provides training in specific horticultural skills to
prepare individuals for greenhouse or other plant care-related jobs, sharpens
the personal and work adjustment behaviors, and develops a basaline of work
skills and attitudes which can result in a variety of employment opportunities.

The outcome of vocational training is a person who has acquired specific
skills in greenhouse work and the generalized work habits of a good employes,
and who Is prepared to accept co-op work or full employment in a greenhouse
or in another appropriate job placement.

Co-op employment almost exclusively emphasizas full employment of -
handicapped workers In the greenhouse operation at wages above 50 percent
of minimum based on productivity. Little or no time is spent in training as
such, since the primary respansibility of the worker is to produce marketable
plants suitable for consumers. The corresponding responsibility of the EQ-DP
ia to generate sales and thareby create work for the ampluyae
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The resull of co-op employment is employment for persons at a ievel of 50
percent or better of the minimum estabiished wage, and a sales income equal
to a minimum of 75 percent total co-op expenses. Table 5 gives a comparison
of program goals, training versus production. expected amount and role of
self-earned income, the number of individuals who can be served, and their
wage range. The purpose in each of the program goals involves increasing the
degree of vocational readiness, up to and including employment, and each
program utilizes the greenhouse enviranment differently to fulfill its purposes.
However, the different emphases result in distinct designs in how the
greenhouse work is structured, the number of persons employed and their
wage levels, and the expectations of self-earned income.

Persons: Numbers and Disabilities to be Served
The population to be served in a given program is determined by the
group’'s mobility and work readiness.

Mobility in greenhouse work is the general ability to transfer pots and
baskets around the greenhouse, the general ability to lift materials weighing
up to 50 pounds, and the dexterity to work with one's hands. With a total
population who experiences serious immobility, productivity can be seriously
hampered. If persons of mixed leveis of maobility are present, some tasks can
be allocated ditferentiaily or team systems can be set up, but this adaptation
alters the potential design of the program.

hours in a gieenhouse, 1o get his or her hands dirty in soil, to respond to
instruction, and generally to attend to tasks and equipment with seme con-
sistency. Programming will differ for a group of severely retarded or emotional-
ly disturbed individuals compared with others who have physical handicaps.
The greenhouse setting can be used in both instances, of course. The issue is
not so much 1Q and complete physical ability as the preparedness for and
adaptability to the work setting. With a slow adaptability among a majority of
the individuals, high self-earning expectations are unrealistic. An ideal pro-
gram wouid be composed of several levels of programming and would provide
movement through and within its components.

The number of individuals who can be served in a greenhouse operation
must be examined carefully.

A prevocational program might serve as many as 10 individuals with one
instructor; the square footage used may be as limited as 1,500 square feet or
up to 10,000 square feet when this level of training is integrated with a produe-
tivity design. With some populations, it may be advantageous to keep this
group in a relatively confined area under the instructor's close supervision.

instructor. These individuals are responsijble for larger numbers of plants and
a wider range of tasks. It is desirable, therefore, for them to cover up to as
much as 10,000 square feet, provided the grower has additional help. Produc-
tion and wages arc naturally higher in the vocational program.
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In co-op employment, five individuals should serve at least 7,500 square
feat and possibly up to 10,000 square feet of greenhouse. Labor is one of the
mostly costly elements in greenhouse work; hence, making the most efficient
use of one’'s work force is mandat: ry.

Self-Eamed Income: Its Expected Role in Program Design

Self-earned income does not stand independently when one is setting
program goals. It must be weighed in li¢ 1t of the population to be =erved, how
capable the individuals are, and exactly what purpose one wants to achieve
from the program.

Prevocational and vocational training program sales income must offset
costs of the program rathef than tully cover them. Prevocationai program
income should not be expected to generate more than 10 to 15 percent of total
costs; a vocational training program that is operated efficiently will produce
20 to 30 percent of costs.

Work co-op sales and services ideally should pravide income to cover all
expenses, including wages, administration, and averhead. Minimaily, one
expects the co-op income to pay for employee wages and the bulk of direct
costs. In a 10,000 square fout growing area which employs a grower and up to
five co-op workers, the greenhouse should gross $65,000 to $120,000 per year
in sales, depending on whether wholesale or retail. Sales should amount to at
least 75 percent of total required income.

Safety

A safe training and work environment is of highest importance. Before
beginning a greenhouse training or co-op program, instructors and super-
visors should draw up applicable safety guidelines, particularly as they apply
to the physical greenhouse surroundings and the use of chemicals which
should be kept in locked cabinets. A total safety attitude should be developed
among all staff, trainees, and workers and reinforced with periodic staff in-
service training.
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The pravocational training instructor is a person who is skilled in training
individuals in need of personal, social, and work adjustment skills. This
person need not have in-depth horticultural knowledge or background,
although the ability to laarn the essential greenhouse tasks and techniques is
necessary. Thls person must possess skills in assessing individual strengths
and weaknesses, in madifying behavior, and in motivating individuals. The
prevocational instructor Is much more rehabilitation focused, although he or
she must be able to come to grips with the demands of the horticultural
environment. See the Appendix for job description and personnel recruitment
sources. "

Trainee Selection and Wages

A maximum of ten individuals can be engaged in a prevocational training
unit with one instructor. A lower ratio would be preferable. However, several
such units may be used to support the production of a large greenhouse
complex. Persons who are severely disabled in their personal and social func-
tioning, who have skills In self-care, grooming and toileting, and who are, not
destructive to themselves or others are eligible. These individuals’ productiyi-
ty levels are generally lower than the 25 percent of minimum standard
although this is not the criterion by which they are placed in this program. The
criterion for selection is related to the program goals and to a curriculum in
keeping with those goals rather than to the person’s 1Q functioning. For
Instance, “Joe” may be able to do pottings and cuttings at a rapid and
accurate rate. But since the prevocational evaluation test shows an overall
low score because of inappropriate behavior, he is a suitable candidate for the
prevocational program.

Wages are paid to trainees for the number of hours they spend in income
producing activity. Wages are based upon accuracy and efficiency of the
trainee as evidenced through time trials of certain greenhouse tasks (see

Chapter 9).

' Budget
A model budget has been developed to show basic income and expense
items. See Figure 6. Its value is only In terms of an overview. Each individual
program budget necessarily will reflect its own special income and expense
" itams. It is hoped that the percentage of self-earned Income to expenditures
~will stand as a realistic indicator of program potential. .
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FIGURE 6
GREENHOUSE
"PREVOCATIONAL BUDGET MODEL

This modei budget is based on a work unit of 10 trainees suppartad by
2,000 square feet of actual greenhouse growing area. A dollar figure of $6.00
per square foot is used to project annual sales potentlal. Thus,

2,000 square feet x $8.00 = $16,000.

Determinatlan of trainee wages is based on 1,000 hours worked annually
per trainee multiplied by a prevailing wage rate of $4.00 per hour multiplied by
the average trainee productivity rate of 30 percent. The formula is:

1,000 hours x 10 trainees x ($4.00/hour x 30% productivity) = $12,000

Note: self-earned dollars represent 23 percent of the budget. Greenhouse .
mortgage expense includes only the purchase cost of the. pnlyelhelena
" graenhouse and equipment. It does not include labor costs for c:anstructlng_ )
_the greenhouse nor installing the various systems. The expense estimate Is -
based on a 3,000 square foot area at a cost of $6.00 per square foot equaling - -
$18,000 financed for 15 years at 6 percent interest (Smail Business Administra- .
_tion low rate, Handicapped Loan Pragram) $

INCGME
Self-earned Sales $ 16,000
Other 52,815 -

: $ 68,815 § 68,815

EXPENSES

Personnel
Grower/Instructor . 12,000
Aide 8,000
Trainees (10) 12,000
Fringe/Taxes (15%) __ 4,800
$ 36 800

Other

Greenhouse (poly) Mortgage $ 1,818
Vehicle Loan 4,000
Vehicle Operating 2,000
. Cultural Products (30% of sales) 4,800
£ Heat/Utilities 4,000
Repair/ Equipment 3,000
Telephone 1,000
Water 1,000
Insurance ) 800
Advertising 1,000
Administrative Overhead (8%) 5,097
Miscellanaous __ 3,500

$ 320156 § 68,815
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trélning techniques and receives immediate feedback -from the
trainea. R
Aninstructor Iin charge of a crew of 10 individuals may not realistically be
abie to provide such one-to-one training. While this optimum situation can be
an ideai toward which to work, it is also possibie to set up tasks in a stepwise

‘ . manner for use with trainees in small groups. One modification used by two

Melwood instructors is a minimanual on growing tagks made up of a serias of
Polaroid photos showing the correct and incorrect steps in growing methods.
Sanger reports the following criteria that trainers at Clinton County ARC

have found helpful in implementing task analysis:

1. The trainer should aiways present himself/herseif as an equal to the
trainee.

2. For each task to be considered learned, all substeps must be tested and
passed for a minimum of four out of five days (not necessarily consecutive
days). - .

3. A maximum of five trials each day need to be recorded.

4. No allowance nor special consideration is to be given for a trainee's inabili-
ty to read. :

5. Verbal prompting during training should be presented in question form
whanever possible.

6. Minimized eye contact combined with simple gestures usually has more
training value than verbal instructions/corrections when prompting. .

7. A task “review” should be considered a trial failure.

Additi. . ot substeps to a task is appropriate if needed. Excess ,s_ubstepé,

when trainee initiated, should be discouraged but clustering of substeps is

. encouraged. ) :

9. Substep order of performance may not be aitered.

Task analysis does not require the modification of the greenhouse
environment. An efficient and well-equipped work area will be conducive to the
use of task analysis. - R T aas

Implementing task analysis requires a training plan or program that
includes specifying the task objective to be mastered, the method to be used
(e.g., forward chaining, backward chalning, etc), and ‘the criteria for
accomplishment. A chart should be drawn up showing the task steps to be
followed and their compietion record, Figures 7 and 8 are a training plan and a
chart of a client from the Clinton Caunty ARC. The Appendix shows additional
examples of a training plan and task analysis and data sheet.

]

..~ Evaluation

_Evaluation Is the process of measuring the outcome of the training -
program and the lavei of production performance. it must be emphasized that
- recordkeeping is essential to document the effectiveness of the curricuium
. -and training methodologies. See Evaluation Sections in Chapters 12and 14 for
* - descriptions of evaluation and time trial procedures. :
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Gresnhouse Activities

Greenhouse activities relate to the greenhouse size (square footage
avallable) and the type of plants grown in this greenhouse area. As stated
earlier, the minimum square footage for successful training of a unit of 10 per-
song is 1,500 square feet. However, if significant self-earnaed dollars are part of
the program goals, then a minimum of 6,000 square feet is recommended. The
range of crop selection Iz wide but greatly dapends on the training goals and
the self-earned income expacted.

Greenhouse activities are developed around a full range of tasks selected
to reflect a real work environment and to coordinate with the training and pro-
duction income goals. Limitations on greenhouse activities are based on the
abilities of those being trained. For example, a trainee is not given the job of
watering until he/she has demonstrated prior- use of good judgment.
Greenhouse vocational training concentrates on development of job skills
rather than on work adjustment. Hence, the atmosphere is work and produc-
tion oriented.

Greenhouse Space and Equipment

Growing space of 6,000 square feet is recommended if a moderate to
significant self-earned income is expected. More or less space may be used to 1
accommodate training depending upon other design factors (goals, capital, %

(See Chapter 17, “Physical Plant and Technical Requirements,” for further
details.) _ ’

If this unit is integrated with a work co-op production system, these
individuals usually will work as a *crew” on certain areas of production, but
they need not be limited to certain tasks or to a certain space. As in the
pravocational program, vocational training is defined by the kind of training -
provided, not by the amount of space utilized nor by the production tasks that -
are carried on. ;

Staffing

The instructor ideally would be the two- or four-year graduate of a hor-
ticultural therapy/rehabilitation program, possessing specific horticultural
knowledge to go with rehabilitation training ability. The instructor must be
able to relate both to training needs and to production needs, and to organize
work tasks in ways that fit the trainees’ need to become skilled workers. The
instructor and his/her crew may work independently of or in conjunction with
a production oriented greenhouse. But where the program exists independent-
ly of a production operation, the instructor will have to organize and develop
the marketing outlets znd strategy if self-earned income is to be important.

A maximum of 10 individuals per instructor covering approximately 6,000
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§ ;ﬁuare feet of growing space is maét suitable. Persons who specifically desire

-‘"=""grsanh§use skill training  and/or baslc vocational skill development via the

g grgenhaﬁsejtralninglﬁ:raﬁucuﬁn environment should be selected for this pro- -
- gram. These Individuals should have surpassed the minimum requirements of
the-prevocational program and should be judged capable of reaching co-op
employment or competitive employment levels. Program planners z!so must

consider whether this training is relevant for a spacific individual.

Tralnee wages are paid according to the minimum standard prévailing
wage or a percentage of that wage based upon appropriate time trials, (Sea
Chapter 9) Wages are paid to trainees for the number of hours that they spend
In income producing activities; Including their training activity which has

- production output.

Budget

Figure 9 shows a model budget with basic Income and expense itams for
a vocational greenhouse training program. Each individual program budget
must reflect its own special income and expense items.
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FIGURE 9

GREENHOUSE
VOCATIONAL BUDGET MODEL

This model budget is based on a work unit of 10 trainees supported by
4,000 square feet of actual greenhouse growing area. A dollar figure of $10.00
per square foot is used to project annual sales potential. Thus,

4,000 square feet x $10.00 = $40,000.

Trainee wages are based on 1,200 hours worked annually per trainee
times a prevailing wage rate of $4.00 per hour times an average trainee produc-
tivity rate of 40 percent. The formula is:

1,200 hours : 10 trainees x ($4.000/hour x 40% productivity) = $19,200

The greenhouse mortgage expense inclu~.2s only the purchase cost of the
polyethelene greerhouse and equipment. It does not include labor costs for
constructing the greenhouse nor installing the various sytems, The expense
estimate is based on a 6,000 square foot area at a cost of $6.00 per square foot

INCOME
Self-earned Sales $ 40,000
Other 68418
$108,418 $108,418
EXPENSES
Personnel
Grower/instructor 12,000
Aide 8,000
Saies Specialist 10,000
Trainees (10) 20,000
Fringe/Taxes (15%) 7,250
% 57,250
Otiher
Greenhouse (poly) Mortgage $ 38637
Vehicle 4,000
Vehicle Operating Costs 2,000
Cultura! Products (30% of sales) 12,000
Heat/Utilities 7,000
Repair/Equipment 5,000
Telephone 1,000
Water 1,500
Insurance 1,000
Advertising 2,000
Administrative Overhead (8%) 8,031
Miscelianeous 4,000

$ 51,168 $108,418




Chapter Fourteen

GREENHOUSE
WORK CO-OP EMPLOYMENT

To employ units of five workers each in a greenhouse employment co-op
business in the community.

Qbjectives _
1. To generate a volume of production and sufficient sales income per unit to
support a grower, aide, salesperson, and five co-0p workers and to meet
operating expenses.
. To earn $75,000 per year per unit.
3. Toemploy a minimum of 75 percent handicapped workers in relation to the
total co-op labor force,

4. For each worker to receive no less than 50 percent of the established
prevailing wage for work performance and to receive fringe benefits equal
to those for other agency personnel.

5. To provide steady, 12-month, full-time employment.

The objective of co-op employment, compared with that of the prevoca-
‘tional and vocational training programs, is production rather than services to
trainees. The figures may change from program to program, but the objective

Is to conduct business In the commercial marketplace, producing and selling

_plants In volume. An employment co-op demands the full empioyment of
. handicapped persons at a business in which they provide 75 percent of more
. of the direct labor force. Thus, the co-op greenhouse may Include nonhand-
- -lcapped persons, such as a grower, throughout the labor force. Indirect labor :
.. perasonnel, such as administrators and accountants, are not counted among
" the nonhandicapped personnel. O o ‘

" Product Line |
.. The product line, or cropping schedule, is formulated In conjunction with
-~ the sales personnei and marketing strategy. The grower then establishes a .
- system for production and quality control thraughgut-ihg;pr@duetli’n_a.' Train- -

- Ing is replaced with reguldrly scheduled work tasks and employees workasa

"

~cfew.or on indivicually designated jobs. The work Is lald out in"accord with_




basic growing requirements except where the disability needs of the workers
(e.g., wheelchair-bound individuals) may demand special consideration. A
praduct line is I;tased an yearly’ gasls af salés aﬁd on which plants are needed

Operational Methods

The methods of implementing the product line are determined to a great
extent by the production and quality control systems utilized by the grower.
Since the greenhouse co-op is not used for training, cost affectiveness and

labor efficiency are crucial in the greenhouse operation.
The grawar f:rst chaases what cmps to prcduce basad upﬁn what selis in

gmwgr s time is sllacatéd to msunng tha necessary culture canditigns as well
as providing employee supervision and administration. If the grower must
spend all of his/her time overseeing the direct labor force, there remains little
time to perform other managerial decisions and tasks. The choice of crops
naturally must take into consideration the culture conditions in the
gresnhouse.

Next, the grower determines how many of each variety is targeted for the
year's praduction, what size :n:ts and baskets Shﬁuld be pr@duged étc The
whather itis mcpre feasuble and pmﬁtable to buy bu!k quantitles of ﬂnlshed :nff
poinsettias or to grow them from cuttings. Cost effectiveness requires getting
the most money for the labor spent. The use of both labor intense production
and bringing in crops for finishing off enables a greenhouse operation to
maximize the usefulness of its growing space and of Its labor force.

Tasks required for production are laid out by the grower in sequsnces
demanded by the growing schedules. Tasks cover the full range of wurk in a
greenhouse, including mixing soil, cleaning pots, rooting cuttings, s...cing
and transfarring pats waedmg out baskats, and plm:hmg Gertain tasks requur—
apphcatmn) may be eleuded from the task Iist depending LIDOn the disablliiy
and the skill level of the population.

Sequences of work may be arranged into daily and weekly jobs and
individual or team tasks according to employee efficiency and the grower's
production methods. Jobs and their incremental steps are arranged by each
grower s«:cﬂrding to his or her own methods of growing — there are no
exclusive “right ways.” However, work can be designed to capitalize on worker
routine. For example:

* Procedures for mixing soil are systematized.
s Numbers of pots per bench and areas for certain varieties are designated.

« Specific tasks are performed on certain days of the week and at the same
times of the day.
» Tools and materials are kept in the same place.
74
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The grower’s production schedules are based on completion dates. Work-
ing backward from these dates, the grower determines when to start rootings
or when to bring in finished off plants. Growing schedules are determined by
plant growth and development, not be employee efficiency.

Evaluation

In the wark co-op greenhouse, evaluation consists of using time triais to
assess the efficiency of the worker. The time trials (examples provided in the
Appendix) for greenhouse work must relate to the kind of work a given
employee generally performs. If an individual performs a variaty of tasks, he
should be evaluated across a representative sample of these; if he works on
only a few jobs or only one task, he may be evaluated only on those specific
Guties. In some cases, a work co-op may wish to include an evaluation of other
issues pertaining to the work performance of the employee. If so, these items
must be spelled out clearly in a personnel policy and applied uniformly with all
workers. Thus, such performance criteria as attendance, neatness, safety, etc.
should be part of a periodic general parsonnel evaluation that does not also
affect the wage rate as does the time trial procedure. The use of these latter
personnel issues may be an index of the need for further training or may serve
as a record for a future competitive empliayment reference.

Greenhouse Space and Equipment

It is recommended that a co-op greenhouse operate with an average of
6,000 square feet of growing space per unit of five co-op workers, an aide, and
a grower. Smaller ope ations are possible but would find it increasingly dif-
ficult to develop the volume of production necessary to be financially feasibie.
Chapter 17 on *“Physical Plant and Technical Requirements” provides an
indication of minimum needs for a small operation; these may be multiplied
linearly to estimate the costs and equipment needs for a work co-op operation.

Staiﬂng

of dlractiﬁg praductign schedules for volume sales Is requlrsd in the wark co-
op model. The grower must be licensed to handle and supervise registered
chemicals. The grower is also a manager who organizes tasks and delegates
work raspansibillties to be carried out indepandently. If there is no other
individual to handle business management, the grower must administer the
accounting for production costs and income,

One or more crew foremen or aides who are knowledgeable abo*-* grow-
ing methods or who can be trained in such tasks as watering and ¢ Tical
application are necessary at the point when the greenhouse space exceeds
6,000 square feet. These individuals may perform tasks that are beyond the
abllity of some trainees, and they may need to be available for waskend hours.

Greenhouse annual sales of less than $50,000 may be generated with only
the help of a part-time sales person. A larger income, as exemplified in the
budget in Figure 19, will require a full-time marketing sales specialist.
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Employee Selection and Wages

The uitimate criteria for hiring individuals as co-0p workers are their pro-
ductivity and skill. As referred to above, a unit of a co-op employment program
can efficiently employ five individuals, although minimum and maximum
numbers depend upon individual wages, gross income from sales, and produc-
tivity of the operation.

Selection of co-op workers is based on their competency and efficiency,
unlike in the prevocational or vocational training program where they are
selected because of their need for that training. Competencies of greenhouse
co-op workers include:

Personal Adjustment - minimal or eliminated social and individual
eccentricities, the absence of inappropriate behavior, and the presence of
appropriate social skills for the work setting.

Work Adjustment - motivation, consistent attendance, endurance,
responsiveness to instructions, awareness of quality, respect for and proper
use of equipment and safety precautions, and following the chain of
command.

Productivity and Skill - job-related capability and efficiency in specific
skills as demonstrated by work sampling and time trials; also motivation,
consistency, and capability indicated in records from a previous training
program,

Upon application for co-op employment, it is important that an individual
be thoroughly evaluated, documenting a capability of 50 percent or higher pro-
ductivity, and that work adjustment and vocational skill training has been
successfully completed.

Wages paid to co-op employees are based upon an hourly rate or a piece
rate. With the variety and nature of greenhouse work, it is usually desirable to
pay on an hourly basis. Department of Labor regulations concerning shelterad
employment labor and wages must be adhered to, including the acquisition of
certificates for wages paid at fower than minimum rates. Hourly rates are
calculated using the time trial method or an equivalent. See Chapter 9.

Budget

A model work co-op greenhouse budget has been developed to show
basic income and expense items. See Figure 10. Each individual program
budget will, of course, reflect its own special income and expense items. It is
hoped that the ratio of self-earned income to expenditures will stand as a
realistic indicator of program potential.
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FIGURE 10
GREENHOUSE
WORK CO-OP BUDGET MODEL
This model budget is based on a work unit of 15 co-op workers supported

by 15,000 square feet of actual greenhouse growing area. A dollar figure of
$16.00 per square frot is used to project annual sales potential. Thus,
15,000 square fest x $16.00 = $240,000.

Trainee wages are based on 1,820 hours worked annually per co-op
worker muliiplied by a prevailing wage rate of $4.00 per hour multipliedby a 75
parcent productivity rate. The formula is:

1,820 hours x 15 w.rkers x ($4.00/hour x 75% productivity) = $81,900

The greenhouse mortgage expense includes only the purchase piice of
the polyethelene greenhouse materials and equipment. it does not include
labor costs for constructing the greenhouse nor installing the various sytems.
The expense estimate is based on an $18,000 square foot area at a cost of
$4.00 per square foot equaling $72,000 financed for 15 years at 6 percent
interest (Small Business Administration low rate, Handicapped Loan

Program). )
Note: self-earned dollars represent 78 percent of the budget.
INCOME
Self-earned Sales $240,000
Other _ 68,466
$308,466 $308,466
EXPENSES
Personnel ,
Grower - Manager 15,000
Production Specialist : 10,000
Propagation Specialist 10,000
Co-op Workers (15) 81,900
Sales Specialist 15,000
Driver/Aide 7,500
Part-time Help 4,000
Fringe/Taxes (18%) _ 25812
$16. 212
Other ) o
Greenhouse (poly) Mortgage $ 7275
Vehicle Note 4,000
Vehicle Operating ) 4,000
Cultural Products (30%) 72,000
Heat/Utilities 23,000
Repair/ Equipment 5,000
Telephone 1,500
Water 5,000
Insurance o 2,000
Advertising/Commissions 8,000
Administrative Overhead (8%) 24,479
Miscallaneous 5,000
$139,254 $308,466
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Chapter Fifteen

PRODUCTION AND PROPAGATION SYSTEMS

Following the formulation of goals and production programming in the
greenhouse operation, the grower must determine what products will be
. grown. Random selection of plants and little forethought to production
numbers will result in marketing and production problems. A significant pro-
ductlon line and sales income must have an integrated management system.

Four factors go into building the production/sales system:

1. What to grow
2. How much to grow
3. How to grow in the given greenhouses with the labor, programming, and
equipment available
4. When to grow materials
Some of these factors  are more or less affected by the rehabilitative

nature of the program.

What to Grow

What to grow Is determined by what the horticultural center can sell and

the relative importance of sales to the program, what can be produced, and the

- volume that can or must be produced, all of which interact with one another

and should not be treated independently. There are five rules of thumb about
what to grow in the greenhouse operation:

1. Grow what will sell. If self-sarned income is Important to a program, this is
the first and most important guldeline. A market analysis by a professional
or an informal survey of nearby garden centers offers a good start. Later,
axperience combined with market trends will yield the best answers,

The grower must work closely with the sales specialist. There is little
value in growing plants for which there Is no market. (See Chapter 18,
“Greenhouse Sales").

* Are there wholesale customers and what do they need?

* Are community building sales significant?

Are retail sales (which demand a large variety) planned?

* What outiets are available for seasonal crops, and in what quantities can
thesa crops be marketed?

Are sales to be channeled through a broker?
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2. Grow what your labor force and physical plant can support. Delicate
varities usually are not suitable for the work co-op greenhouse. The grower
can choose from a wide variety of “weed crops,” tropicals, bedding plants,
and seasonals. In a vocational training nrogram or work co-op, there should
be little worry over the choice of plants based upon the persons handling
them. The primary concern is what will sell, :

In starting out, it is wise 1o select hardy varieties and to limit the selec-
tion until the training and production systems are perfected. Buying in
crops which require only a short period of time for finishing off eliminates
production time during which problems could occur. The selection of some
crops (or the methods of growing) is made precisely because they provide
work suitable for training purposes (i.e., routine, simple tasks). See “Basic
Horticultural Greenhouse Production Schedule” in Appendix.

L

Grow what provides a good dollar return.
* Some selections will be good for stable selling power.

* Some crops may not have a high dollar return but will attract customers
to the sales.

* The method of growing affects the dollar return (see How to Grow below).
4. Some crops are propagated for their training value above and beyond their
sales value and may be propagated without any intention to sell. This prac-
tice should be limited, however, since bench space is at a premium in a
production line.
At some early point in the program’s development, it is recommended that
one or two unusual varieties be grown to establish a unique name or reputa-
tion for the center.

-

How Much to Grow

The answer to this question depends upon the ralative importance of self-
earned income and upon the square footage of space available. Corporate
sales goals must be drawn up first on a yearly basis. These goa!s should take
into account production capability from the multiple programs (i.e., prevoca-
tional and vocational training and work co-op) if they exist under the same
production system. From this figure, the grower works in conjunction with the
sales specialist to devise estimates of which crops will produce what
incomes. .

Corporate or annual projections are broken down into monthly figures.
These monthly targets vary depending upon the nature of one’s market
outlets. However, some generalization may be gathered by looking at
neighboring industry figures. The following table presents percentages of
dollar volume sales from Melwood Horticultural Training Center's Cropping
Schedule of FY 1979-80,

July 5% Oct 4% Jan 3% Apr 15%

Aug 5% Nov 8% Feb €% May 17%

Sept 4% Dec 17% Mar 9% June 7%
80
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The program sets weekiy and perhaps even daily quotas which may be
geared for certain types of sales or for certain market outiets in the case of
building sales.

How much to grow also depends upon the square footage of growing
space available. Whereas labor is the most costly expense, bench s,..ce is the
most valuable asset: getting the most out of the available area yields more
plant prnduction. Space saving features can be devised: hanging cables
through the greenhouse (for hanging baskets) and building double tiered ben-
ches (lower tiers can only be used for shade tolerant crops) increases growing
space and thereby adds quantity to production.

How to Grow

How to grow addresses not how one grows plants in the training or pro-
duction greenhouse but rather what factors influance growing methods in a
greenhouse in light of programming and the handicapped population.

1. Grower's preference - First and last, the greenhouse operation is about
growing plants, and each grower has his or her own preferences in growing
methods. The knowiedge and experience of the grower must be respectad.
Training can be adapted to a variety of methods through the tasks and
through good organization.

2. Physical building and equipment - The only notable element that affects
growing methods here is the extent to which a greenhouse operation
utilizes various automatic systems, such as misting, watering, ventilation.
These time and laborsaving devices can provide accuracy in watering and
humidity requirements. They usually are needed only for larger and more
rigorous crop schedules. Because of the systems' added cost and
technical demands, most co-op or training operations often will initiate
operations using manual controls. An aulomatic misting system for
propagation benches is an exception.

3. Labor intensity desired - One of the common beliefs about growing plants
is that, once started and given enough light and water, they appear to need
little attention. This is not true, of course, but the amount of labor put into
the initial propagation and then the early maintenance is greater than that
required for plants to complete their growing period. The need for labor is
intensified by (1) growing large numbers of plants with short growing
cycles, and (2) finishing off stock that is almost reacy for sale. In making
this decision of how to grow and how much to grow along with organizing
the tasks, each program develops its training or production processes. The
amount of labor desired for programming (i.e., training) purposes must be
integrated with the production and sales demands in order to result in
efficiency and net income.

4. Choice of crops - The selection of more delicate crops may direct the
method of growing itself or, on the other hand, may warrant the buying of
some varieties wholesale for finishing off. This is often the case with lilies
for Easter or with large quantities of poinsettias for Christmas. Each
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grower and sales specialist must make these decisions based upon many
factors already indicated.

5. Cost efficiency - The grower must take into account that growing certain
crops from seeds or cuttings takes very littie initial expense; but as the
crop grows and multiplies, time and bench space are consumed (along with
heating fuel in winter). The potential for crop loss increases geometrically
in the early rooting and cutting stages. This is not an argument against
growing plants from seed but a demonstration that cost efficiency must be
considered in putting together a schedule of what to grow and how to grow
it.

Whe to Grow

When to grow means “what plants in what size pots do you want to
deliver on what date?”

It's the week befc.e Christmas, and you have 1,000 poinsettias
sitting in your greenhouse but not a single one ready for blooming for
two more weeks!

You're ready for your first big building sale and you have 500
plants in 10 varieties, but they're all in 6-inch baskets—nothing larger,
nothing smaller!

The sales specialist and the grower should pian o to 12 months in
advance. This planning affords the. grower the time to organize a method of
growing, to plan for different varieties and sizes of plants, and to determine
suitable tasks for the training program or production line. Seasonal products
(at Christmas, Valentines Day, Easter, Mother's Day) allow for very little
margin of error. Total crop sales can be lost for miscalculations of days or

final 5 to 8 weeks of finishing off, then an appropriately iarge amount of bench
space must be made available to handle the volume, and suitable labor must
be available for the increase in work (watering, fertilizing, etc.)—another
indication of the need for planning. Crop scheduling is also closely related to
other sales targets in the marketing strategy. Even though high volume sales
of specific varieties may occur seasonally, a more regular sales income is

usually desired and must be generated from the sale of a variety of crops in
different sizes throughout the year.
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Chapter Sixteen

QUALITY CONTROL*

imporiance

The importance of quality control in greenhouse work, whether under
training or work co-op auspices, cannot be overstated. Plants that are sold
under the greenhouse center's name will build a reputation for the center
reaching far beyond the individual purchaser, and that reputation will affect
future plant sales and, in general, the quality of the training or work co-op
program. The standard by which plant quality—that is, healthiness and
aesthetics—is measured should be the same as in a commercial greenhouse,
Even when all procedures have been performed correctly but the chrysan-
themums turn out to be of inferior guality, they should not be sold as *good
enough for the handicapped.” This substitution for quality will severely
damage the image of the center and will stay with future marketing ventures
for a long time. Moreover, the common rule of the marketplace still holds true:
the better the quality of the plants, the better the price they will bring. Superior
quality may not always be reached, but under no circumstances should a
program give up striving for i, ke

Quality Factors

Quality in plant production is defined by healthiness and by aesthetics.
The first factor is transiated as insect-free and disease-free plants which are
physically strong and rich in color. Infection of plants is countered by precau-
tions and by constant inspection of plants. Insecticides and fungicides must
be employed properly and in accord with safety regulations. Prevention also
can be taken by purchasing plant materials such as soil, seedlings, and fin-
ished off plants only from reputable dealers. The cleanliness and tidiness of
the greenhouse itself enhances the preventive efforts of the staff. W r
contamination or toxicity is extremely destructive, and testing should be
conducted regularly (See Chapter 17, “Physical Plant and Technological
Requirements”). ’

Quality in aesthetic terms is defined pragmatically as fitting the
appropriate pot to the size and shape of the plant, keeping saleable products
free of dead leaves, and ensuring the fiush or budding of fiowering crops at’
. "Significant contributions to this chapter have been taken from Louis
Berninger's Profitable Garden Center Management, Reston Publishing
Company, Inc., Reston, Va., 1978, as well as from Melwood's Jrowers.
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their appropriate time. Spacing pots and transplanting materials at crucial
times yield well-shaped and healthy specimens. “‘Penny-pinching” in any of
these areas will result only in inferior quality products with reduced sales and
an oversupply of unsold goods, to say nothing of a bad reputation.

Quality Control System
Implementing a quality control system means establishing a methodical
and orderly routine of keeping track of quality. The following is one example of

a gquality control system.

1. The grower should inspect all benches and plants at least once each week.
The grower checks for (1) insects, (2) diseases, (3) nutrients (light, water,
growth rate, temperature and fertilizer requirements), (4) spacing and repot-
ting needs, (5) physical abuse or damage, and (6) quantity.

2. A record is kept on a Quality Control Sheet that lists the date, greenhouse

number or area, bench number, plant variety, problem, person responsible

for correcting a deficiency, the priority designated, and a completion

record. See Figure 11.

The Quality Control Sheet resuits in a job list for the foliowing weakly

period. By indicating the person responsible and the priority of the job, the

grower delegates responsibllity in reasonable and appropriate terms and
workers know what duties are expected of them regarding quality control.

The priority designation establishes the relative importance of these jobs

alongside the normal responsibilities. For example, “A” ‘priority may

demand immediate attention the following day, “B" must fit'in with other
duties, and “C” implies a task that follows all other responsibilities.

The - seekly walk-through inspection keeps the grower up-to-date with the
quality of all plants in production and provides a check on individuals' work
assignments and the quality of their performance. Assignments may be made
by the grower to an instructor and carried out by an instructor's crew.
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FIGURE 11 .
PRODUCTION QUALITY CONTROL WORK SHEET

DATE: HOUSF #
Bench ! . Person/ |{Completion/
Variet Work To Be Done
# ! y Do Priority Comments
15 A ' 5HB - 8H8 Keep moist. not wet. MIST 3 - 4 times per Regina
i Poinsettias day for 3 week. A
; ORENCH: 9/7 with Benlale & Dexon. 1% Regina
i tsp. each/gai. Wear boots & gloves. A

FERTILIZE: with 25-10-10 (Md. Special - 1n A
shed). Use Hozon & 3 ibs. in % a “clean’”

i .. trash ran (12 ¢al.) Do thus on 3/10 & 17,

14 5 HB Hoya Cut back to bottorr of saucer. Dump Tips. B
2U 47 Green Jew Repot 2PPP B HB's: take 1o #6, B.

23U 5 HB Piggybacks Bring as many as can from #6. 8.

270 PRIk | et chomaen " U5

DHENCH w/Systox: 4 ¢./12 gal. {% trash

&7 8 HB Philogendron can).
Use remaining 4 poles in #3 & 3 copper ina
8-10A Lower Poles s i ont of $4. Could 1amg 5 Hgs “’2‘
Poinseitias here.
B-Nine once a week Uil flowers cralk open,
S 4" Mums (.5% Solution) ope
X 4" - 5 HB Troutlea! Drench when do - Poinsettias. Clean up
8ay 5H8 dead tips. Try again w/hormoroot.
9y 8 HB Asparagus Find hangers & hang over B4A. B
Take tips from 11U & fill in 8 HB's on 10U.
_I(HI U 8 HB Swiss Cheese Use hormoroot. B
" Wh Fill Rest Bench w/4'" 8 across. Take tips
12y 4" Whita Vein trom 4 & stick 2PPP. B
. i Take from 84 (sither B or LS/RS Air) & hang
12-14 A 8 HB Hitti Ferns 6 across. A
Let thesa dry a littie!
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Chapter Seventeen

PHYSICAL PLANT
AND
TECHNICAL REQUIREMENTS

Program planners must consider a significant number of practical and
technological issues before venturing on a sizeable greenhouse project.
Beginning with a donated parcel of land or a small unused greenhouse does
not guarantee that ail other requirements will be forthcoming. This chapter
discusses the essential physical plant and technical requirements to be con-
sidered. it is assumed that a program planner will consuli local greenhouse
operators, university horticultural experts, and, most importantly, represent-
atives of greenhouse suppliers who service the local area. A prime considera-
tion in planning must be the price of fuel and all petroleum-based products
(plastic pots, fiberglass, poly) which are increasing in cost almost monthly.

Site Location and Acreage

The location of the greenhcuse program, if possible, should be conven-
ient to retail sales customers and in proximity to other markets. Also if possi-
ble, the property should be served by mass transit for the use of both trainees
and employees. When mass transit is available, the chances for indeg andence
of the handicapped are enhanced and expensive transportation costs are
eliminated.

The area of land should be sufficient for the needed ih pace
plus adjunct facilities such as parking and administration. There also should
be room for potential expansion which might inciude additional greenhouse
space, containerized nursery crops, vegetable crops, tree farm, etc. If
consiruction is planned, flat land will reduce the costs of site preparation.
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Size, Type, and Structure of Greenhouse

A greenhouse is usually measured by its square foot area. Industry stand-
ards estimate that approximately two-thirds of this dimension is actual grow-
ing space. The remaining areas are used for walkways and work space. The
growing area can be maximized through the design of the work area and the
use of multitiered benches and hanging cables, providing requirements for
light are met.

Although there are different types of structures that can be utilized, only
the quonset house and the ridge and furrow-type house will be presentec as
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examples here. Manufacturers or other professionals should be consulted for
alternatives. Each structure may be supported by wood, aluminum, or other
material. Fiberglass and polyethelene (commonly callad “poly”} are the most
frequently used coverings. See Figure 12 for cost comparisons.

Quonset House

An arched single span structure. the quonset house usually is
constructed in 22-foo! to 40-foot widths and may be extended to lengths of
several hundred feel. A major disadvantage is the loss of a percentage of

Ridge and Furrow House

This greenhouse is a multispan structure connecting two or more arched
units through a structural member known as a gutter and usually supported at
the ends by vertical walls. It is constructed by connecting 22-foot to 25-foot
widths in lengths of 40 feet or more. Among its advantages are maximum use
of space, a broad growing area. easy visibility. accessibility, and flexibility: it
is most suitable for production growing. Its main disadvantage is that it is less
suitable for self-contained units, although walls can be constructed between
areas.

Structure

Structure refers to the supports, arches (trusses), and walls or end areas
over which fiberglass or occasionally poly is instailed.

Aluminum pipe and aluminum trusses provide strong support. with
minimal maintenance. Wood supports have been used in the past and are stiil
used. Although they may be somewhat less expensive, they require constant

ends of the structures are provided by manufacturers, usually in aluminum.
However, these are especially expensive and might be constructed on site
with local materials at some savings.

Greenhouse Coverings
Glass

Glass is almost never used in contemporary construction due to its

below.

‘Fiberglass

Semiflexible fiberglass is resistent to damage and abuse and has a 15- to
20-year life expectancy. Its fire resistancy must be determined for fire safety
regulations. It conserves less heat in the winter than a double layer of
polyethelene.
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FIGURE 12

COST COMPARISONS OF

ACTUAL POLY AND FIBERGLASS

Purchaser

GREENHOUSES

4-Yr. College
County School

Horticultural Program

Community College
Horticultural Program
for Handicapped

Structure

30" x 60’
Aluminum,
Quonset w/
Gable ends
§4218

25' x 48’
Aluminum,
Quonset w/
Gable ends

5319

30' x 52
Aluminum,
Quonset w/
Gable ends

54060

Square Footage 1200 1800 1560

Covering

6 mil poly Fiberglass

Fire Snuf w/ tedlar,

flame spread &
accessories

$490 $3208

Fiberglass
Fire Snuf witedlar,
&accessories

$3089

w/Fan Jais

Heat System

60° at0°
Steam Unit
§1278

65" at0"
Natural Gas
$1132

50° at 0"
Qil Unit
$1631

Vantilation:
Fans, Air Inlats,
Shutters &
Housings

Yes Yes
§1246 $1507

Yes
51571

Control & Ralays

Yes Yes
£472

Kaoolcel

No No

TOTAL
Per 5q. Fi.

$10,713
53.95

§6531
§5.44
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Polyethelene (“Poly™)

Poly is installed in double layers & mils thick. Its lifespan is only two
years. but it is replaceable after initial installation at $.08 per square foot
(Summer 1979 figures). Instaliation is slightly less expensive than fiberglass.
Enow load support and fire resistancy must be determined for safety regula-
tions. Poly conserves up to 30 percent more in heating costs compared to
fiberglass without additional poly covering. The major problem with paly is
'ess "breathing” than fibergiass because of tighter construction. This reduced
air exchange results in less natural ventilation and consequent reduction of
carbon dioxide needed for growth and flowering of plants.

Floors, Doors, and Walks

Pea gravel or porous concrete may be used for floor construction. Heavy
gravel does not provide a firm footing and should not be used. Walkways
should be of poured concrete and of sufficient width to allow use by persons
in wheelchairs. Sliding doors should be constructed to facilitate opening and
closing by wheelchair-bound participants. Consult OSHA reguiations in your
area. and be mindful of Section 504 accessibility requirements. '

Drainage

Runoff drainage from water inside the greenhouse must be planned as
well as drainage around the exterior of the building.

Water

No other sirgle resource is as important as water in the greenhouse.
HAVE YOUR WATER SOURCE TESTED BY A WELL-QUALIFIED LABORATORY
BEFORE BEGINNING A GREENHOUSE PROJECT! After $100,000 in construc-
tion, staff build up, and consuitation, it is mildly catastrophic to discover after
a month’'s operation that the water is poisoning all the planis. Some univer-
sities and local laboratories have adequate testing facilities. One nationally
reputable company that specializes in Giagnosing water problems is:

P.O. Box 153

Sianta Clara, Ca. 95052

(408) 243-0330

A plentiful supply of water must be assured. A donated greenhouse in the
middle of the school yard or at the edge of an estate is not of much value if
water cannot be channeled to it. If water temperature is below 55°F, it should
be heated before being applied to plants. There are a variety of heating

methods including collecting solar-heated water.
Light

Check with the local extension agent or with neighbecring greenhouse
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A poly greenhouse under construction. Note aluminum arches.

Same gresnhouse just completed. End areas are fiberglass over wood
framing.
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operations about the best axis on which to erect your structure. Watch for
nearby shade givers: trees, tall buildings, hillsides. There are advantages and
disadvantages in locating the greenhouse adjacent to such impediments to
the light. If the greenhouse will be near a school or hospital building which is
brightly lit throughout the night, certain crops will be affected. Some plant
varieties (poinsettias, pot mums, and others) need a certain number of hours
of darkness in order to bloom. In fact, only one foot candle of licht will keep
some craps from blooming as planned. However, these crops usually call fora
considerable investment of funds, time, and expertise and likely would be
grown only by a large, experienced program.

Temperature

Temperature control is vital in the greenhouse. Both heating and cooling
must be considered.

Heating

Forced heated air is the most common type of heating system used in
greenhouses. The air is heated in a boiler or furnace and then forced through
plastic tubing with ventitating holes. Fans constantly circulate the air.
Systems other than forced air employ hot water and steam. {See Mastailerz,
The Greenhouse Environment for a more detailed discussion.) Heating equip-
ment is typically rated by manufacturers for holding the interior temperature
at 55° or 65°F compared to an outside tamperature at 0°F or warmer. Each
program will want to purchase equipment suitable for its own climate.

Insulation of glass or fiberglass houses by two layers of 6 mil poly over
the exterior of the structure provides savings of 30 percent or more on heating
costs—generally far more than the cost of the poly. While some reduction of
light and increase of moisture occurs, this can be compensated for.

“Heat sheets” are layers of fabric extended across clear span areas’
inside the greenhouse. They trap heat under the sheet, and thus only the crop
is heated, not the space above. Effective installation (more costly than poly)
may save 50 percent or more of normal winter heating costs. One note of cau-
tion: the use of heat sheets often prevents melting of snow on the roof with
resulting possible damage from the weight of the snow. In such a case, the
sheet is drawn back to allow heat to rise to the ceiling.

Cooling

Shading compound may be applied like whitewash to fiberglass and
glass coverings for alleviation of summer light and heat which is too intense.
This compound should be the easy-off type which is washed off gradually by
rain. Cheesecloth and saran cloth are examples of fabric shade materials that
may be stretched across the interior or exterior of the greenhouse. Evaporative
cooling systems utilize water circulating through fabric pads with fans gir-
culating the cooler air throughout the greenhouse. Large exhaust fans should

controlled automatically by simple, hermetically-sealed thermostats.
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Controls

Automatic control systems turn the heating or cooling systems on or off
and are available from manufacturers. Units range in price from $300 to $1,000,
depending upon sophistication.

Alarms

Alarm systems are available whereby temperature instruments are
connected to a phone line to insure that the grower is telephoned automatical-
ly in case of heating system failure.

Fuel

Fuel costs will be an exceedingly expensive item. An April 1977 issue of
Grower Talks addressed this subject.

The cost factor that must be measured, Grower Talks reports, is not the
per gailon cost of fuel but the dollar per BTU provided. Hence, efficiency of the
heating systesn is crucial as is insuiation of the greenhouse. In the 1977 report,
six commonvi fuels were compared. Four of them might be considered for the
smaller horticultural center. Since the publication of this issue, many prices
have increased drastically, and costs vary greatly from one area to another. In
the spring of 1980, the respective costs of these fuels on the eastern seaboard
are shown in Figure 13.

The availability of the fuel also might be considered. In periods of
restricted supplies, greenhouse heating cannot afford to be placed at risk, yet
allocations to a given operation are subject to local priorities and hardships.
Project planners should investigate this matter before selecting a fuel type.
Other concerns inciude environmental standards that may restrict the burning
of soft coal. Gas heaters may be the least expensive to install and maintain
but certainiy depend upon the availability of the fuel. The costs and option of
converting from one fuel type to another also should be investigated when
purchasing a new system.

Solar Energy

Solar energy is still considered too costly to be feasible as a primary
heating source. Not only are initial costs extremely high but the technology
now being developed is likely to become outdated before its mortgage is paid
oft (Grower Talks, April 1977). However, grants from government or private
sources may be available for experimental devalopment. Other aspects of
solar energy and collecting circulating water heated on the roof structure may
be considered. Universities and suppliers’ sales representatives should be of
assistance in evaluating the pros and cons of active and passive solar energy
systems. :
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FUEL EFFICIENCY COMPARISON

FUEL

COST!100,000 BT

BOILER CONDITION

Propane
§1.04/gal,

$1.58
§1.47

Dirty
Clean

#2 Oil
§1.00/gal,

96.5¢
85.8¢

Dirty
Clean

Gas
35¢7therm

454¢
415

Dinty
Clean

$91/t0n

Soit Coal

59.7¢

51.7¢

Dirty
Clean

J
0
c
7
m
-
"
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Greenhouse Equipment

Among the fundamental equicment that a greenhouse needs are:

* benches * water hoses * protective clothing
* sprayers * pots and baskets * respirators and masks
* plumbing * heating and cooling systems = electric lights
Culture products inciude:
* seeds * cuttings = finished off plants
* soil * fertilizers * pesticides
* herbicides and fungicides
Other equipment that may be optional are:
* automatic controls * mist systemn or foggers
* backup generators * alarm systems

« fertilizer injectors
Depending upon the marketing outlets selected, the production center
may need an enclosed vehicle, either a van or a modified stepvan to transport
quantities of plants to sales.

Greenhouse Layout

A greenhouse used for iraining handicapped persons or which employs
handicapped workers usually needs special attention to be given tolayout and
design.

A greenhouse should be planned for maximum use of available space
with an accessible and efficient traffic flow pattern. This means growing on
two-tiered benches and tiers of hanging baskets. However, modifications
might have to be made if trainees or workers are physically handicapped.

For example, aisles should be at least 3 feet wide to accommodate
wheelchairs, walkers, or other mobility aids. Height of benches must be low
enough for persons in wheelchairs or high enough for elderly persons who
cannot bend or stoop. Aisles should offer a hard suiface suitable for persons
using canes or wheelchairs or who need especially secure footing. Sliding
doors should be installed. For more complete information on horticulture for
the physically handicapped, including diractions for raised benches and
gardens, sliding doors, walkway spacing, especially designed tools, and other
useful suggestions, refer to Easy Path to Gardening by A. S. White (Readers
Digest Association in conjunction with The Disabled Living Foundation, 1972).
This excellent resource may be ordered from NCTRH at the cost of $6.50 per

copy-
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Adult individual functioning in wheelchair:
Uniiateral vertical reach - average 60"
Horizontal working reach - average 30.8"
Bilateral horizontal reach - average 64.5"
Diagonal reach on the wall - average 48"
from the floor.

Depending on the size of the greenhouse program and the uses for which
greenhouse space is planned, there should be areas designed for potting,
footing, production growing, and storage with efficient traffic flow among the
areas. ldeally, there would be a separate potting shed which would not need to
be furnished with expensive temperature and humidity control systems. A
greenhouse used only for training in basic skills would have a layout providing
for increased traffic flow, a wider variety of activities, and perhaps a
classroom area.

Provision should be made for marketing requirements, also. A shipping
area facilitiates the loading and unloading of plants. Large scale production
houses should have an indoor truck loading area protected from inclement
weather. If direct retail sales are invoived, there should be a customer sales
area — possibly a separate sales shop which is convenient to prospective
customers. See the following chapter on “Greenhouse Sales."”
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Small scale bulk storage:
vermiculite, peat moss, and
50 on, can be stored in
small plastic garbage cans
set benealh the table in
easgily accessible sliding
panels.

For larger quantities stand-
ard galvanized cans can be
angled or hinged under a
bench.
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gréénhause skills. Note .the potting bench, wide aisles, benches filled with

the upper. phntagraph is used fo ining ‘in b.asn:

small plants and cuttings being rooted.

The lower phmﬂg’éph shows a production greenhouse in which plants grow to

" “the size and configuration desired for top quality products. Note plants being
~.grown on two levels on benches and-two levels of hanging baskets. Benches
are constructed of wood frames covered with heavy wire mesh.. Tray on empty o

nch is a "Ha? "
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Chapter Eighteen

GREENHOUSE SALES

It is the conviction of the Manual that the generation of greenhouse sales
is a vital part of creating the real work environment in which training takes
place. Even more so, sales are an integral and necessary part of the work co-
op operation. The experience of several centers serving the handicapped
documents both a rehabilitative and a financial value in including this compo-
nent. Although this area of activity does not usually lend itself easily to a
broad involvement of a large number of trainees, for those few who can work
or train in the sales area it provides an opportunity for social skill development
and community participation. Financially, self-earned income contributes to
the operation of a training program, pays wages to trainees and workers, and
helps to alleviate some of the expenses of a training or co-op program.

The purpose of this chapter is to provide a general kl;u::wledge of sales
issues and to explain several options or “sales models" in marketing
strategies. The Manual does not intend to explain the details of market
analysis nor the accounting and business procedures of retail or wholesale
operations for which numerous texts and professional experts can be utilized.
What is stressed here are the implications in each model and the importance
of the center's developing a sales plan. The training program as well as the
work co-op can profit from and must have a well-thought-out sales plan.

In the course of explaining several sales models, the Manual will address
their differences in financial return, the requisites of the size of operation or
techniques involved, and the implications for financial stability and for train-
ing purposes. Other general issues are included, such as pricing, inventory,
shipping, and advertising.

Developing a Sales Plan
A thorough sales plan begins with a market analysis revealing which
products are most likely to sell and through what means sales most likely can
be achieved in the target area. When beginning a horticultural program, the
project planners must not think in terms of the first and easiest sales oppor-
-tunity but rather must. look towards a five- -year period of developing-a sales
market. They must acknowledge present and potential competition and
examine a variety of sales approaches that might be suitable to the nature of
their greenhouse operation and to their iocale. The decisions about the type of
greenhouse products and the selection of crops, e.g. green plants, open field
or containerized nursery, etc., must be grounded in this assessment early in
the program's founding.

“
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Because of the complexities: involved in marketing, it is strongly recom-
mended that the developing horticultural center contract with a professional
consultant for such a market survey. The consultant notes existing operations
in both retail and wholesale markets, inspects the economic forecast in the
community, anticipates expansion, and evaluates the real limits for expan-
sion. Sources for locating consultants are listed in Chapter 23.

A further consideration in a market analysis will be the relative vaiue in
pursuing a retail or a wholesale approach or some mixture of the two. Each
has advantages and disadvantages for which the size and rehabilitative nature
of the horticultural program must be taken into account. What is not so clear
is that it can be difficult for a program to be involved in both areas at the same
time, aithough it can be done successfully. With professional recommenda-
tions, a center can streamline its business operations and eliminate the
confusion over procedures and pricing practices.

Of central importance to the marketing consultant is the location of the
greenhouse, for a prime location is essential for a successful retail shop. The
location aiso affects setting up community sales and wholesale routes since
delivery means fuel, time, and a limited radius of service. Some professional
opinion holds that it is not advisable to conduct a retail business directly out
of the production greenhouse since frequent walk-through traffic would
disturb the work setting and inventory and quality control would be more
difficult. If a site has not been selected, contact with a marketing specialist
prior to the decision would be highly advantageous.

It is important that the sales specialist and the grower work together in
developing the sales plan in order to coordinate propagation and sales projec-
tions. Projections should be made for the number of units grown, peak sales L
periods, and crop selection. Often these projections start with simply setting
targets for the following week or month. Despite well-laid pians which
sometimes go astray, 12-month projections should be attempted so the
grower can make advance preparations for space and labor and the sales -
specialist can make advance contacts for purchases and advertising. Even-
tually, planning can be refined to enable the determining of gross and net
dollar income of certain crops.

Sales Models

The following sales models may or may not be feasibie for your training
program or work co-op operation. Many unique and local factors operate to the
advantage or disadvantage of each model, and these demand close inspection
in your own situation. .

Retail Plant Shop

The retail plant shop is usually adjacent to the horticultural training
center but can be set up in an urban store or shopping mall outiet. Its products
are green plants, including tropicals and seasonal varieties. Some retail plant
shops may offer cut flowers but these are usually the province of the florist. In
addition to plants, the retail shop can offer outdoor nursery stock plus related

102
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A.retail plant sﬁap

products such as ceramic pots, plant nutrients, and macrame crafts. The over-
the-counter individual sale is the usual form of income and depends heavily
upon customer traffic. ‘ ' '

In the retail shop operation, the saying goes that there are three rules for
making a profit: 1. Location, 2. Location, and 3. Location!” The location of the
retail store is of prime importance if sales are expected to be high and
profitable. Professional marketing specialists have narrowed down a “best
location™ to certain street corners, shopping patterns, or times of the day that
resuit in optimum sales, Without a choice location, the retail outlet is unlikely
to prove fruitful for a large volume of sales. Ample convenient parking must be
available, and there should be reom for further expansion, especially if plant
sales would potentially be expanded to include shrubs and trees,

77" Of utmost importance is visibility of the sales area from the street or road.

The greater the volume of sale material seen by passing potential customers,

the greater the sales volume will be. Attractive landscaping, outdoor flower -

displays, etc., are equally important and increase training and sales quality

and guantity. An attractive indoor display is necessary in a retail outlet and

requires display counters, floor space, and hanging area. Each of these adds

some cost to the operation. :
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Some of the advantages in operating the retail plant shop are:
» Expected high return. Markup ranges from 50 percent to 300 percent of
whaolesale cost. : ’
* Immediate cash return, .
* Good opportunity for training in socialization skills.
Some disadvantages are:
¢ Very high costs associated with:
prime location.
labor due to long hours of operation (required 2arly evening hours and
weekends for maximum traffic).
inventory and advertising.
= Relatively few trainees can be offered training in this setting.
~ The Small Business Administration has published a booklet entitied
Starting and Managing a Retail Flower Shop that may be of some assistance

from:
Superintendent of Documents
U. 8. Government Printing Office

Washington, D.C. 20402
Cost: $1.20

Retail Building Sales
The retail building sales model is an extension of the retail shop
transported into the business community. An attractive portable sales display

‘is set up in a building which has a high volume of pedestrian traffic, and sales

are made to individual customers. This sales strategy targets as many

equivalentiy high volume of persons passing throug® Large corporate offices

or utility company offices are examples. Government offices, if not large in.

themselves, often draw large numbers of people. Building sales at each loca-
tion can be held two or three times each year, especially at holiday times
(Christmas, Easter, Valentine's Day, Mother's Day).

Contact is often made with an employee association. representative or
recreation department head who may cosponsor the sale on behalf of their

employee organization. if the organization cosponsors such a sale, a commis-
sion of 5 to 15 percent of gross sales is arranged and a date is established.

Clearance may have to be obtained from the building superintendent, and this
may be done by either the organization representative or the sales specialist.
Local sales tax and license requirements also must be met.

Advance advertising can mean the success or failure of a building sale.
One relatively inexpensive means of advertising is single sheet fliers

flier can be seen in Figure 14.
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SFONSORED KY:DFERA
LOCATION: 300 Indismz Aveaua
DATE: April 13th & 16th
TIME: 11:00 A:M. = 2:00 F.M.

Uppar Marlboro, MD. 20670

Malwood is & vocaticasl trainiag centar for santally hmdicappad young sdults.
Borticulturs is the madlive wa

Usa to balp peopls become Indepssdemt smd productive
eitisens.
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A trainee gains
valuable experience
while waiting on
customers at a retail
building sale in the
lobby of a large utility
company.

The sales area in each building should be attrac.vely arranged and plants
should be clearly identified and priced. Each plant sold should have a tag
giving the cultural requirements and, of course, the name of the program.
Twenty to 30 percent more plants than the projected sales goal should be
availabie, since a wide variety of types and sizes of plants from which
customers can choose will result in a higher sales volume. One method of
estimating sales volume is based on the projection that 10 percent of potential
customers will each buy $5.00 worth of plants. In a building with 5,000
employees, $600 to $700 worth of plants should be taken to the sale. Of
course, all plants should be of the highest quality. A good display of first quali-
ty plants will insure repeat customers at subsequent sales and will leave a

good impression of the horticultural center and its program. A portable signor
display identifying the center should be prominently positioned at every sale.

The advantages of retail building sales are similar to those in the retail
shop: high gross return, immediate cash income, high visibility, and training
opportunities.
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Some unique disadvantages are:
* Additional commissions of 5 to 15 percent to be paid.
* Travel and transportation expenses.

* Long hours and hard work. Although weekends are not involved, sales per-
sonnel may conduct sales through the closing hours of the business day,
and loading and unloading the truck and setting up the display can be
difficult and physically strenuous.

Other Retall Sales Markets

Sales booths may be set up at county fairs, flower shows, and other
special events which offer sales opportunities. However, the public relations
value often is greater than the prospect of sales. Display sales booths should
be well designed with all plant materiais of the highest quality. Informational
handouts should be available to inform all customers of the mission and goals
of the horticultural program. Even if dupiicated in- house, these handouts
should be of professional quality. Volunteers are a good source of sales
personnel for these special sales. Although actual trsimng experience may be

limited, special events are excellent opportunities for community interaction.

- Wholesale

Wholesale operations consist of selling bulk quantities of plants to one or o

mora buyar’s st a tima Arnong the common whalesala custaméfs are smsll

ware stores. The parks rac:reatian, and nstural resaun:as depaﬁments at u:ity,
county, state, and federal levels also place wholesale orders. _ ;
The wholesale market is no less compatitive than the retail market in both™
quality and pricing. It is absolutely critical to maintain quality from propaga-
tion to the selling date since poor plant quality Is sufficient reason-for a
wholesale customer to cancel an entire order on short notice. At the' same
time, preservation of quality helps to ensure repeat customer purchases.
Wholesale operations may include different methods. The wholesale .
route consists of the greenhouse salesperson driving a customer route with a
truck filled with a variety of piants, offering wholesale volume at a wholesale

price of the day and making regular calls on potential customers. The . -

customer then may choose to purchase exactly what he sees and in the
amount suitable for use.

The wholesale order is an order placed months, weeks, or perhaps only a
day in advance. Wholesale orders are developed through becoming known in
the community and offering competitive prices and reliable quality.

A greenhouse dealing in the wholesale market must have a production
plan in operation to-ensure meeting delivery dates and quality while at the
same tirna nm depleting its amlre smck An aperaﬂan also may buy ceﬂaln

plament the stack nf tha greenhnuse or to prav:da "Ie,aders" for the sales. T_he-
leader is any variety which is highly desirable to the customer but entails less
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profit margin for the seller. The leader is offered with other more profitable
stock in a package deal, enabling the greenhouse to get its own products into
the market and establish sales outlets.

One advantage to wholesale operations is that they provide an outlet for
large -volume  production. If the greenhouse is specializing in only a few
varieties, this may be the marketing strategy that is most suitable. A principal
disadvantage in the wholesale market is that sales are often on a credit basis
and may result in cash flow problems or unpaid accounts. The horticultural
rehabilitation center should not avoid determing the credit rating of its
customers, particularly the small private plant shop. In a tight, volatile
aconomy, these small businesses come and go almost daily. A note of caution
must be sounded when a center begins to rely upon only a few large wholesale
customers. Whereas large, consistent buyers may provide predictable income,
if one or two such customers are lost, the greenhouse may have the predica-
ment of a large supply of plants without an outlet for them. If these varieties
are seasonal in nature (e.g., poinsettias, mums already in bloom), the market
value may be lost. Hence, it is advisable for the training program or work co-op
entering the wholesale market to consider developing small repeat customers
rather than, or in addition to, a few large ones,

Contract Growing

This market technique is an extension of the wholesale process and
involves a prior contract between the greenhouse and a contracting agent for
a select product to be delivered at a determined date. This sale may be

considerably larger than the ordinary wholesale purchase but may also apply
to the local store arrangement. The difference is in having a written contract
which specifies the variety, quantity, and price. In addition, there are usually
one or two inspections of the crop. The first inspection is made approximately
amonth before delivery, at which time, if the crop is accepted, a percentage of
the purchase price is deposited. The second inspection is made on the day of
the sale or the day before. Some contracts specify that if the plants are not
accepted, the greenhouse may be liable for any difference that the purchaser
may have to pay for a replacement crop. Parks departments, garden centers,
or large chain stores may be interested Jin contracting such sales.
Disadvantages of this sales procedure are;

.-® The contingency for the purchaser to reject the product.

* The high risk associated with a single crop's failure.
* A lower margin of profit.

* Delivery must be made in bulk, perhaps requiring several vehicles or several

trips to the purchaser, and delivery schedules may be very tight to meet the
purchaser's sales date or to meet propagation criteria (e.g., blooming
poinsettias for Christmas).

* Contracts may involve a bidding procedure before the contract is awarded,
and bids made in advance may not foresee later costs incurred. The bidding
procedure often includes the posting of a bid bond of perhaps 10 percent of
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the contract price. If the contract is won, the center then may have to post a
performance bond of up to 50 percent. Posting such bonds requires an
available pool of ready cash or an excellent credit rating to obtain bond
funds.

Some advantages to contract growing are that the purchaser Is usually
solvent and not likely to be a bad account. The contract crop is presold and so
sales expensas are quite reduced. Additlanally, a contract crop may consist of
only one varlety and thus provide an easy growing procedure for the growaer.

Broker

-Sales to a broker are made when a greenhouse operation has high volume
production. Frequently, only a single crop is propagated and it must be very
large. The greenhouse must have its materlal ready for sale and must have a
high volume shipping capability that includes boxing and protection of the
product in transit. There is a relztively small margin of profit in brokering. If the
training center has a large volume production, it may find it suitable to sell
either this quantity or only its surplus through a broker.

Pricing
Methads Qf prit;ing plants range fram tha very 5imple ta the very cnmplex

m:tes what the cgmpatltnr is charglng and sets a price accardlngly, on the,
other end of the spectrum are somewhat sophisticated cost accounting
methods that involve precise prorated costs for heating, labor, and selling
expenses for each crop and for each unit sold. Because of added costs
associated with training and less efficient labor, the training greenhouse and
prabably the co-op greenhouse will not adequately recover all costs involved
in the propagation and selling of thair products. Still, a program must know the
actual costs of producing a product if it is to price its material for sale
intelligently and know what level of subsidy is needed. See Figure 15 for a
method of establishing product costs and pricing.

income
Greenhouse managers must have a clear picture of income based upon
crop, ur’nits sold outlet and date af sale. Thls Infarmatlnn enables the

seasan and Is valuabla both far pri:ing and far subsequem planmng
Expenses

Expenses These éxpenses f;an be camparably nutlmed far the traln!ng and
work co-op programs and used to compute prices.
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FIGURE 15

~ METHOD FOR ESTABLISHING
PRODUCT COSTS AND PRICING'

Average Monthly Indirect
q. fi. of banch) All Dirsct Cost
Monthly Space (Materials,
occupied (inventory + Number of . Seeds, Buibs,
by 5q. ft. of % Depraciation per x months *  Pants & Direct
bench space) 5q. 1. of bench grown Labor
) ] — _ — - — — = Unit Cost

divided by Number of Units Producisd per Crop

Grimmer' summarizes the relationship of each cost to total costs ina
circular diagram (Figure 16). These estimates were taken from growers in
Wisconsin prior to publication of his book in 1975 and alterations should be
expected. Grimmer indicates that labor costs may range as high as 50 percent
in some facilities. Certainly heating and. fuel costs and transportation costs
have risen dramatically in the late seventies. Grimmer provides two methods
of establishing profit depending upon the level of sophistication in record-
keeping. The simpie method (Figure 15) involved these staps:

1. Determine monthly space occupled by each crop.

2. Determine average monthly indirect cost or overhead per square foot of
bench space.

3. Determine depreciation per square foot of bench space.

4. Determine number of months grown for each crop.

5. Determine direct costs (materials, seeds, bulbs, plants, and direct labor).
6. Determine number of units for each crop.

To get to thsipaint of being ‘able to use Grimmer's formula, the
greenhouse management must be able to keep track of labor expended on

W. W. Gr’lmrner.ﬂ Greenhouse Cost Accounting, Gateway Technical
Institute, Kenosha, Wisconsin, 1975.
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FIGURE 16

CDMHERC!AL GREENHOUSE COSTS AVERAGE
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17.82
SELLING
34.81
LABOR
43 TELEPHONE
.96 WATER
1.44 INSURANCE
1.46 OFFICE EXPENSE
1.50 ELECTRICITY
.20 TRUCK OPERATION
250 INTEREST EXPENSE
n MISCELLANEOUS
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each crop, bench space occupied by each crop on a monthly basis, and the
overhead c:()sts invoived in ihé greenhausa opératieﬁ Each af these

acmuntéd fcr durmg the prgpagatlori seascn

Retail Versus Wholesale Prices

In general, retait costs may range from 50 to 300 percent over the cost of
wholesale prices.

Some other differences in retail and wholesale prices:
. Advertising in retail is approximately 7 pergem of total sales whereas in

#* Bad debt expense occurs more frequemly when credit sales are made to
large numbers of accounts, especially small plant shops.

* In addition to advertising costs, retail sales costs differ with specific rents,
fixtures that include display units, counters, cash registers, and greater
labor costs.

Industry sources, such as Ball Seed Company (See Appendix) ar.d others,
can provide an updated estimate of indusiry cost averages per square foot of
growing space Thése proféssional saurces should be drawn upon during the

spemal varlahes and mu.;t, have a ready saun,:e for these plams or ﬂc:wers. In
wholesale marketing, a specialization of crops is advantageous and a grower
should emphasize those varieties with which he or she has experience.
Wholesale operations have been conducted with one crop or with a wide
variety as long as large quantities can be produced.

An inventory management system must be coordinated betwaen the
sales and production departments. An inventory process should keep an
accounting of how many units are taken out to a sale or on a delivery route and
how many are brought back’ Losses because of crop dsm’agé or- quality alsg

tumés pér year. ﬁecorcjs of hugh mventones hould be taken as und;catmrs for
the need to create new outlets, 1o change varieties, or to improve quality.

Advertising

Industry averages show that retailing requires that about 7 percent of
sales income be devoled to media advertising {(newspaper ads, radio or TV
sﬂots dlrecl mail campalgﬁs) In bulldlng sales, une cen!er has fQUﬁd that 2
pcslers Wholesale advemsnngﬂ}équsres an aver_age of 5 percent c;f sales
income be devoted to trade publications and direct mail services. Figure 17
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FIGURE 17

13 Assorted varieties: o
3 WHITES, 8 YELLOWS, - .
2 BRONZE & 4 REDS. git

FULL,COMPACT,
STURDY

85° each

FREE DELIVERY LESS THAN 50 MILES.
DELIVERY BEGINE AUGUST 16

Flald-grown in 7-inch plstic containers

O | , MELWOOD '%Eﬂﬁ'ﬁ‘i';“ééﬁ%’éa" -

56806 Dower Houss Road
Upper Marlhoro, Md. 20870
Tel. 599-8000...Warren Meny

* 85 conts aach if ordersd before Aupist 1, 1979, Price will be 95 eonts sech for orters sfoer Aug, 1,
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shows a sample wholesale advertisement mailed to prospective wholesale
customers.

Public Relations

from community exposure. Especially at building sales and special communi-
ty event sales, public recognition of the program fosters knowledge and
awareness. Some sales locations, such as the county courthouse, may
wiil; Qndarstanding, and general community support for training and employ-
ment for handicapped persons.

Staffing

For a wholesale component of significant size (above $50,000), the
greenhouse usually must have a full-time sales specialist. A retail outlet will

knowledgeable about plants and have basic sales skills and drive. The addi-
tion of part-time or full-time delivery persons is based upon the volume of
sales and the number of deliveries. A center that is just starting in a
horticultural program would best focus its energies in one direction in sales as
well as in production. Diversity can be added gradually according to develop-
ment plans.

Vehicles

The common vehicle used in horticultural sales is a large van or stepvan.
These must be modified with shelving for flexibility in hauling the varieties of
plants and pot sizes to be accommodated. A vehicle can be leased as well as
purchased.
Insurance and Licenses

The center must look into additional liabilities involved in its respective
sales operation. These include fire, theft, and common liability for injury or
damage. Licenses must be obtained for each of the jurisdictions where sales
are conducted.



Intenior of a delivery truck with shelving constructed especially for transport-
ing different sizes of plants and pots.
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Grounds maintenance/management skills invaive more than cutting grass.
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GROUNDS MAINTENANCE TRAINING
AND WORK CO-OP MODELS

Chapter Nineteen

DEFINING
GROUNDS MAINTENANCE/MANAGEMENT
PROGRAMS

In recent years, rapidly increasing interest has focused on grounds
maintenance as a means of providing training and co-op employment far
handicapped and disabled individuals. These services have proved their value
and practicality in the work co-op and as an opportunity for competitive job
placements in the community. .

Grounds maintenance, and its more encompassing term grounds
management, involves more than just grass cutting. Grounds management
refers to the total planned care of plants and soil and includes the total spec-
trum of horticulture. Grounds maintenance and landscaping are elements of
grounds management. Landscaping is the ariistic horticultural design and
implementation of that design, while grounds maintenance is the maintaining
and nurturing of the original landscape design creation and can include
edging. fertilizing, pest control, caring for trees and shrubs, etc. Some tasks
not usually thought of as grounds maintenance entail trash pickup, filling pot-
holes, clearing bike paths, and general land clearance.

Grounds management/maintenance services may be contracted with
industrial, commercial, and public properties, local homeowners, apartment
complexes, and home builders. In some cases, indoor maintenance may be
included so that the primary horticultura! tasks are supplemented with
janitorial or custodial services in the buildings on the site where grounds
maintenance is being performed. These indoor aspects of contracts might be
wintertime provisions of 12-month contracts and a real benefit during winter
down time.

Goals

take prominence in determining the goals for setting up a program in grounds
management/maintenance.

1. The purposes you want to accomplish in your program.

2. The persons to be served and their ages, capabilities and skills.

3. Expected self-earned income.
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Purposes

~ As outlined for greenhouse programs, grounds maintenance training can
be applied in prevocational, vocational and work CO-Op programs.

Prevocational training builds up personal, social, and work adjustment
foundation level behaviors that are considered prarequisites for vocational
training. The focus is on how the trainee develops self-esteem, good personal
attitudes, and communication; how the trainee interacts with co-workers; and
how the trainee fits into the work environment, is motivated, punctual, respon-
sive to supervision, etc. Productivity is emphasized.

The outcome of prevocational training are persons who have developed
proper personal and social behaviors and a basic understanding of and adjust-
ment to the work environment, thereby qualifying for entrance into a voca-
tional training program. These prevocational individuals generally are respon-
sible for themselves, function effectively in a group work setting with co-
workers, and have demonstrated basie understanding of and participation in
the work environment.

Vocational training provides training in specific grounds maintenance
skills and the identification and use of specialized tools and equipment,
sharpens the personal and work adjustment behaviors,” and develops a
baseline of work skills and attitudes which can result in a variety of
employment opportunities.

The outcome of vocational training is a person who has acquired speci’ic
skills in grounds maintenance work and the general work habits of a good
employee, and who is prepared to accept co-op work or competitive employ-
ment in grounds maintenance or in another appropriate job.

Work co-op employment s employment of handicapped persons at 50
percent or more of the prevailing wage and without inclusion of prevocational
or vocational training components. Supplementing the co-op work force with a
limited number of nonhandicapped workers is an option to use to attain more
technical or involved contracts which result in higher dollar returns for the co-
op workers. A decided advantage of a grounds maintenance co-op program is
that expansion of the number of persons served is not limited by the size of the
physical facilities (as opposed to a greenhouse program in which the number
of persons it can serve is limited by the square footage size of the
greenhouse). The greater the number of community-based grounds
maintenance contracts, the greater the number served with only the addition
of necessary equipment and transportation.

A significant disadvantage of grounds maintenance work is its seasonal
nature with the problem of locating appropriate work during winter down time.
One answer to this problem is the development of 12-month grounds
maintenance contracts which is addressed under the chapter on contract pro-
cedures. Other options include indoor custodial and winter outdoor work such
as snow removal.
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Developmental Program Design

Developmental program design is a way of utilizing the prevocational and
vocational training programs to reinforce each other. The following prevoca-
tional and vocational models have separate designs, and it is possible to
implement them as two separate programs. However, in grounds maintenance
as well as in greenhouse training, prevocational and vocational training are
organized and conducted as one continuing development rather than as two
separate programs.

It has been found generaliy advantageous to teach a trainee the behaviors
that are fundamental for employment (the prevocational curriculum) while that
trainee deals with less sophisticated equipment. As the trainee demonstrates
mastery over these work behaviors, the training emphasis shifts to vocational
skills, including use of power equipment and working efficiently and
independently.

Persons and Disabilities to be Served

There are both general and specific abilities demanded of grounds
maintenance workers, and a thorough understanding of these abilities is
imperative if one is to plan a successful grounds maintenance program. The

population served may be ane of a specitic handicap or level of capability or a

combination of handicaps and capabilities. Selection of workers depends on
balancing the needs of the workers with the demands of the selected
contracts te be performed.

General abilities or predispositions in grounds maintenance work are:

* adaptability to outdoor work and to inclemnent weather (heat, cold, and
rain)

* endurance for long hours in peak periods of work

* working in unstructured and unconfined environments

* emotional stability as pertains to equipment safety requirements

* nonsusceptibility to polien and insect bite allergies

Specific abilities or the potential for developing these abilities are
brought into play in handling power equipment and in properly responding to
safety demands. These include:

® strength and balance

* gross and fine motor coordination

* simple and complex judgment

= visual perception

* memoary

When determining who will enter grounds maintenance prevocational
training, the critical variable is the individual's ability to cope with minimal
supervision. For example, if a person has a history of wandering off from a
location or demonstrates an exceptionally limited work attentiveness span
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(less than 15 minutes), he or she would be considered an unlikely candidate.
Such persons can develop longer attention spans and eventually move into
grounds maintenance work through other, more controlied work
environments. The problem for an instructor directing five trainees on a four-
acre site iltustrates the point.

Grounds maintenance workers, and consequently trainees, traditionally
have been male. This historical stereotyping has resulted from the demands of
working outdoors with heavy machinery. As employment customs change,
training and placement of female grounds workers and trainees also are
occurring, provided that the general and specific abilities are present or can
be developed.

The general rule of thumb for how many individuals can be served in any
one of the grounds maintenance programs (prevocational, vocational, co-op) is
that all three areas utilize five to six trainees or workers per instructor or crew
foreman. This ratio is due to the supervision required for safety, training, and
production in an unstructured environment. (And, most crew cab trucks carry
only six passengers — workers should never be transported In open truck
beds or bodies.)

The number of crews is limited by the equipment that Is available, the
sections on greenhouse programs, grounds maintenance operations are
described in terms of crew units with the assumption that crew units can be
duplicated with minor aiterations.

Tools, Equipment, and Vehicles

The choice of tools and equipment appropriate for use by a particular
crew will depend on the ablilities of crew members and the work to be

suitable vehicles used by grounds maintenance crews is given in Chapter 22,
“Grounds Maintenance Work Co-op.” Regardless of the functioning level of

always be followed.

Safety

Safely around tools and power equipment is a requisite second to none.
Safety guidélines should be drawn up by Iinstructors and supervisors before
beginning a training or co-op program. Moreover, a total safety attitude must
be deveéloped in which all staff are constantly aware of the safety guidelines.
An instructor or foreman must be clear with crew members about precautions
to be taken when handlirig gasoline, sharp blades, pointed tools, and power
equipment. A safety-centered attitude should be nurtured and reinforced in
periodic staff in-service training.

Some safety guidelines are:
= Absolutely no smoking around or near equipment and fuel.
* Hands must be kept away from moving blades.
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* instructions must be clear in regard to starting anc stopping equipment.

* Sharp pointed tools are to be handled with safely locks or protective
sheaths when not in use.

* When transporting power equipment and during storage, disconnect the
spark plug connector wire.

» Be aware of special conditions, e.g.. water. impediments in terrain.

* Steel-toed shoes are required.

* Power equipment should not be operated too close to another crew member
or a passing pedestrian.

Highway safety rules must be enforced during trash pickup and lawn

mowing jobs in proximity to traffic. Some safety rules are:

* Face oncoming tratfic when mowing or picking up trash adjacent to traffic.

* Reflector vests are to be worn by persons close to highway lanes.

* Power equipment should not be engaged when crossing a highway lane,

* Use “Caution: Crew at Work" signs.

Evaluation and Quality Control

In the two grounds maintenance training program models, evaluation
refers to evaluating trainee behaviors and the effectiveness of teaching
methods. However, there also should be an evaluation system to be used to
judge the quality of contract work performance and safety at the work site,
Such a system would call for monthly, quarterly, and annual evaluations being
made by both the training or work program and also by a representative of the
facility for whom the grounds work was performed. Refer to Chapter 16 on
greenhouse quality control, as the importance of qualitly and the basic
principles are the same.

Seif-Earned Income Expected

Budget examples on the financial income and expenses expected from
these programs will be provided in a later section. Here we shall address the
role of self-earned income in programming.

Prevocational training crews are expected to earn from 20 to 30 percent of
their total program expenses. Thus 70 to 80 percent must come from other
sources such as training monies. Reduced efficiency must be supplemented
by additional labor, as when two crews are put to work completing what a
more competent single crew would complete in equivalent time.

Vocational training crews are expected to be more productive than
prevocational crews. A range of 40 to 60 percent efficiency (earned income to
total costs) should be expected with higher or lower variations possible.

Work co-op programs in grounds maintenance can reasonably expect 75
to 90 percent of their expenses and wages 1o be covered through contract
monies. with the following two reservations: :
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1. Winter down time work must be found for employees under limited sea-
sonal contracts. Classroom training, reduced number of work hours,
and even layoffs of unneeded personnel are options which relate to the
real working situation.

2. The co-op program must not be diffused with prevocational and voca-
tional training elements, unless this mixing is done very carefully to
avoid possible disadvantages described in the following section, Mix-
ing Program Goals. '

Mixing Program Goals

Program goals can be “mixed” in any of several ways,

1. Prevocational, vocational, and work €o-0p crews can be directed out of
the same administrative services although they perform entirely
separate contracts or separate aspects of the same contract.

2. Individuals who need both prevocational and vocational training might
receive both kinds of training from the same instructor. In some
respects it is impossible to do otherwise and programmatic distinc-
tions are artificial. (An appropriate manner of implementing this train-
ing is through developmental programming.)

3. An operation which acquires several contracts, each specifying
different levels of work crews, may for various reasons {vehiclas,
programming, equipment, weather constraints, etc.) put both training
and work co-op crews on the same jobs.

There are prohibitions to number three above and advantages and disad-
vantages to be mentioned about numbers one and two. Contracts arranged
under tralning or work co-op terms are violated when the center employs
workers or pays wages at other than specified terms. For example, training
level crews are not to complete work co-op contracts, especially when perfor-
ming the work at wages lower than called for in the contract. It is financially
unwise and equally incorrect, aithough perhaps not as legally problematic, for
work co-op crews to assist in the performance of training crew contracts. This
emphasizes the importance of understanding contract specifications during
the bidding process and of knowing each crew’s work capacity. if wages are
not specified in DOL wage standards and other contract requirements,
contract crews can be mixed on a site.

Pertaining to the above ways of mixing programs, the visibility and
availability of two levels of training and a level of co-op work provides a clear
recognition of achievement and competence to which trainees can aspire. It
has been observed that trainees are motivated by wage differences and
status, and that co-op workers have that recognition which trainees desire. A
co-op worker on a prevocational or vocational crew can be a role model and
can perform work to supplement training crew work. On the other hand, co-op
work crews assumedly have greater capability, and to dilute that capability by
performing tasks not equal to their abilities or to reduce their crew efficiancy
by adding training members is in direct confiict with the basic goals of each
unit.
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Chapter Twenty

GROUNDS MAINTENANCE
PREVOCATIONAL
TRAINING PROGRAM DESIGN

Goal

To prepare units of five to six individuals to a work readiness level using
the grounds management/maintenarce work environment. :
Objectives

1. To establish a training program in work readiness focusing on per-
sonal and work adjustment behaviors through utilization of grounds .
management contract services.

2. To provide suitable training curriculum.

3. To secure grounds maintenance contracts which afford a real work
environment, an instructor in grounds management, and adequate
equipment and vehicles to carry out the contract work.

4. To utilize other nonhorticultural realistic environments to promote
personal and social adjustments and to eliminate maladaptive
behavior.

5. To earn contract income of $10,000 - $20,000.

This program provides training to individuals in the context of real work
contracts. Productivity will be necessary in order to complete contracts,
although the crew’s low production level is considered when seeking
contracts. What was stated in regard to the greenhouse program may be
reiterated here, namely that up to 25 percent of prevocational trainees’ irain-
ing time may be allocated to nonwork training activities.

Curriculum Criteria

The curriculum criteria for the prevocational grounds program is substan-
tially the same as that for greenhouse work. (See Melwood Prevocational
Curriculum Criteria in Appendix)

Because a groundsman’s work essentially is performed very individually
and at distances apart from other workers or supervisors, and because the
trainee-worker is subject to distraction, the instructor must pay particular

attention to consistency, productivity level, and on-task time behaviors in
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training. Trainees should have a beginning level of performance in these
behavioral qualitias in order to be placed in this training program. Safaty
around machinery and traffic is of key importance. Give close attention to
safety and enforce guidelines as described in Chapter 19.

Method

The grounds maintenance prevocational program, as does the
Comparable greenhouse program, addresses the basic personal, social, and
vocational adjustment needs of the individual. See section on Methods in
Chapter 12 for & description of methods, based on the IPP process, which may
be easily adapted to the more open grounds maintenance environment. For
example, the instructor may devote 15-minute segments with each trainee
while the others are less closely watched:; in another instance, the organiza-
tion of the task might pair trainees in one job area, such as raking leaves
within a small square. )

Evaluation

After the training methods have been established, criteria should be
drawn up by which the effectiveness of the curriculum and the teaching
methods can be determined. The Meiwood Pravocational Curriculum Criteria
contains such evaluation tools. See Appendix. The performance of behaviors
that define the prevocational curriculum enables the individual to move into
vocational training, or sometimes into work co-op or competitive employment
if the occupational skills and levels of expected productivity and responsibility
already are in the individual's reperioire. Thus, the importance of evaluation is
in its showing that a trainee has developed the habits and attitudes which
apply generally across the employment situation and that the trainee applies
appropriately and productively in the real work environment.

Grounds Maintenance Actlvities and Contracts

in a program in which training is developmentally oriented, the trainee
begins performing the grounds maintenance activities which are the least
demanding in terms of safety, skill requirements, and work productivity. Less
demanding contracts are acquired for the prevocational program, and traineas
use hand tools first and power equipment later. Sophisticated equipment
would be less likely to be used with prevocational level trainees.

A vocational skills curriculum on a less sophisticated to a more
sophisticated continuum may be found in the Appendix. In general, non-
mowing skills are considered lower level skills while the various rmowing skilis
are considered upper level. Trainees start, for example, with hand weeding,
raking, mulching, etc., and move to tasks requiring greater physical ability and
more complex judgment.

The contracts or areas of a larger contract that are most suitable for
prevocational programmatic training generally shouid be smail in size and
less difficult to perform. A lawn mowing area that covers flat land, has few
trees or markers to circumvent, and requires a fair amount of trimming,

2
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weeding, and general cleanup is readily adaptable to a prevocational crew. If
necessary, the contract specialist may plan with the instructor for a tractor
mower operated by a qualified (handicapped or nonhandicapped) worker to
mow a broad acreage while the training crew trims, weeds, and cleans up the
contract area.

Other contracts may be sought out which do not require power equipment
but which emphasize the physical labor of the trainees. For example, some
government agencies have' contracted strictly for weeding flower gardens,
clearing bike and walking paths, or for general labor in park areas. Some
contracts purchase only physical labor and provide necessary equipment.
Private builders and apartment complexes have contracted for general trash
pickup following completion of building or after summer weekend picnics.
These contracts provide a worthwhile financial return and an opportunity to
use labor skills complementary to the prevocational training curriculum.

Tools and Equipment

Tools and equipment needed for crews at the prevocaticnal level depend
upon the nature of the contracts and the degree of sophistication that the
instructors are prepared to use. In many cases, much less is required than is
listed here, especially of the power equipment.

A five-person general maintenance and lawn mowing crew should have:

2 industrial brooms 2 hand pruners

2 weeding hoes 3 soft rakes

2 flat nursery shovels 1 wheelbarrow

2 swing blades 2 five-galion gas cans
2 grass clippers 2-3 21" commercial

(1 hand and 1 power) power mowers

1 tool box 1 water cooler

1 36" - 40" commercial self-propelled mower

When possible, each worker should have his/her own assigned equip-
ment. It is recommended that only top quality, commercial equipment be
purchased.
Staffing

The grounds maintenance instructor at the prevocational level primarily
should have a sound background in behavioral teaching methodologies effec-
tive for training individuals who are in need of rehsbilitation and in an outdoor
environment. An additional advantage is knowledge of horticultural grounds
maintenance work. A graduate of a university horticultural therapy academic
program is ideal. See Appendix for job description. Since the prevocational
training lays a foundation for the train@e’s future vocational growth, whether
in grounds maintenance or another vocational area, the instructor may be able
to develop and carry out training strategies which deal with the unstructured
and open grounds maintepance environment.
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If the training program has as many as three crews of five trainees each, a
coordinator of training will be required. In addition, a maintenance person or
other staff person with maintenance capability will be needed to keep the
grounds equipment repaired and in good working condition.

Trainee Wages

Wages paid to trainees under the prevocational training program must be
properly established, monitored, and reported as mandated by DOL regula.
tions. Time trials are used to establish the appropriate wage base, See
Chapter 9 on Trainee Wage Determination for complete information.

Budget

A model budget has been developed to show basic income and expanse
items. See Figure 18. Its value is only in terms of an overview. Each individual
program budget necessarily will reflect its own special income and expense
items. It is hoped that the percentage of self-earned income io expenditures
will stand as a realistic indicator of program potential,
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. FIGURE 18

_GROUNDS MAINTENANCE
PREVOCATIONAL BUDGET MODEL

This model budget is bésedran a work unit of 6 trainees fulfining:sgr\ficg -
contracts of $15,000 annual value. Trainee wages are based on 720 hours '
.worked annually per trainee and a prevailing wage of $4.00 per hour at an .
average trainee productivity rate of 30 percent. The formula is: :
720 hours x 6 trainees x ($4.00/hour x 30%) = $5,184
Note: self-earned dollars represent 33 percent of the budget.

- INCOME®
Contracts . ' $ 15,000
Other _ 29,957
g $ 44,957 . § 44,957

- EXPENSES
Personnel ,
Supervisor 3,750
Instructor 12,000
Trainees (6) 5,184
Fringe/Taxes (15%) 2,093
$ 23,027

Other
Equipment $ 4,000
Equipment Repair 1,000
Vehicle Payments 4,000
Vehicle Operating 2,000
Occupancy 2,500
Office/Telephone 1,000
Insurance 600

- Advertising 500

Administrative Overhead (8%) . 3,330

Miscellaneous 3,000
$ 21,930 $ 44,957
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“Chapter Twenty-one

GROUNDS MAINTENANCE
. VOCATIONAL
TRAINING PROGRAM DESIGN
Gosl
. To train a unit of five to six individuals in grounds maintenance skilis,

. Preparing them to function productively at no lower than 50 percent of the
~ minimum standard and to approximate the industry standard in accuracy and

8peed at ekill ievel through on-the-job grounds malntenance,cangr&cfsﬁ‘

Objectives

1. To train five to six individuals In specific grounds maintenance skiils.

2. To increase each individual's productivity to beyond 50 percent of-the

_ minimum standard. ' ) ’

3. To eliminate any remaining personal and social adjustment problems that
prevent their achieving productivity. -

4. To provide a suitable training curriculum,

5. To secure grounds maintenance contracts, teaching and support person-

. nel, and adequate equipment and vehicies to carry out the contract work.
8. To reach a contract income goai of $20,00010$40,000, . - ©
The focus In this program Is the training of specific skilis rather than of-
.- generai work habits. Accuracy and speed become important along with the
+ abliity to master more complex Iinstructions. The vocational training unit wili,
. be handiing Increased work load and pressure as refiected in the increased
_contract dgllar Income expectations. . R

Curriculum Criterla |
" The curriculum consists of a set of skills across the full range of grounds
. maintenance tasks, includirig mowing, mulching, raking, trash pi g

19, seeding, sodding, planting, trimming, pruning; 1
'y management, snow removal, and the use of ha

pertinent to the above tasks. Completion’




m"ﬂ’vnitiﬂnal*currleuluwrmﬁst‘carresp‘aﬁd’wnh’t E’W‘é’rﬁ*ﬂ‘éﬁ‘éﬁ‘dﬂ’ﬁﬁﬁ T

: grounds maintenance contracts, and it may become speclaiized tﬁ the extam o )
‘that the cgmraet ltself is specialized. For exampie, a contract may. damanﬂ the - .
-useofa gpaelallzed piece of equipment or a chemical application. The items-. -

_ " in the curriculum are based upon tools, equipment, and work parfor'nanca o

each of which Is rated on knnwiadga performance, and safety. Other stan-
- dards pertaining to equipment safety and highway safety are discussed in~
Chapter 19. Criteria for the knowledge, use, and safety of tools and equipment
must be defined in any program to enable the trainee to demonstrate a level of
competency. See Grounds Maintenance Curriculum in the Appendix.

Method

‘Task analysis Is the applicable method used in training handicapped
individuals in spe. ‘ic skills. The Manual is not aware of any task analysis
materials on grounds maintenance. Howaever, the task analysis principles,.
given in the chapter, Greenhouse Vocational Tralning Program Design,. are
adaptable to grounds maintenance training. Figure 19 gives an axample of
task analysis in training to start a power lawn mower. .
. Task analysis involves breaking down a skiil into its component parts E

sufficiently for an individual to follow each step behaviorally. The extent to
which a skill is broken down dapends on the ability or need of the trainee; more
capable individuals do not require as many explicit steps, whereas less.
capable individuals profit from numerous steps. One modification that has
proven successful is the use of a minimanual showing, via Polaroid snap-
shots, the correct and incorrect steps in performing grounds maintenance -
tasks,

Evaluation
Evaluation Is the process of measuring the outcome of the grounds
maintenance vocational training program and its effectiveness and the level of .
contract performance. See Evaluation section in Chapters 10 and 12. It bears
‘-emphasizing that recordkeeping is essential in documenting the aﬂershvaness
of tha eurrh:ulurn and training methodologies.

) Emundl Mllnhnanca Actlvlﬂas
' Tha key ta tha surscessful selacth:n of gmunds malntensnca actlvitles'




TA_sK'ANALvsls EXAMPLE
“How to Start a Power Mower”

- Mower model: Lawn Boy 21" push power mowar

-1,

[~

O N OO O oa

10. €

13.
1,
16,
is
2217.

18.

Check to see that operator is wearing steel toed shoes or boots and Iang
“pants,

. Disconnect spark plug lead wire.

. Make qulck ehe:k that all nuts and bolts are finger tlght asper;lally wheel

nuts and blade nut.

. Qheek gasoline supply by ,rernmiinlg gas tank cap. Replace cap.
. Reconnect spark plug wire cap to spark plug.

. Move mower to flat surface.

. Point exhaust outlet away from persons or vehicles.

. Open fuel shutqff valve,

. Place speed control lever In “normal” position.

. Turn off-on switch to “on.”

. Place dominant foot on mower housing In designated area to hald mower

steady.
Pull upward on starter handle (a firm, fully extended pull). Hold started

.handla until fully recolled.

Pull alx times If necessary.

Alter_ slx pulls, If engine does not start, push primer two more times.
Habeéi steps 13 and 14,

ana dlractly back to rnawar handles and secure with both hands

To stop engine. turn off-on switch to “off” position.

13




--Qrourids Maintenance-Tools-and-Equipment - - o
- The tools and equipment needed by a vocational grounds training crew-is o

the same as those for the prevocational crew, with the exception of the follow-
* several weed eaters - _ S |
¢ a mower for each crew member, two of which mowers should be salf-
propelled mowers

* one small tractor with attachments and traller

. Staffing ,
The grounds maintenance instructor of a vocational training crew can

have training and experlence in either teaching or in horticulture, but the -
person must have the ability to compensate for whichever is the weak area. .

Formal training In horticultural therapy/rehabliitation Is very desirabie, as an . ..

instructor with such training would possess knowledge ‘of -both: the

horticulturai/technical area and the educational/behaviorai/sociological - -

area. See job description iri Appendix. This Instructor aiso must be abletodeal -
‘with production.goals, equipment, and the unstructured environment. o
As with the prevocational training program, a coordinator of training will
be necessary If the program includes three or more training crews, and a
maintenance person Is needed for the repair and upkeep of equipment.

Trainee Wages »
Wages are paid according to DOL regulations as established through -
time trials as described in Chapter 9.

" Budget : 7
Figure 20 shows a model budget with basic income and expense items for

a grounds maintenance vocational training program. Each individual program - .
budget must reflect its own special income and expense items. _ Lo




GROUNDS HAINTENANGE
VQCATIGNALWBUDGET MQBEL

This model buﬂget is based on a wnrk unitof 6 trainaes fulﬂlllng sarvice
contracts of $25,000 annual value: Trainee wages are based on 1,200-hours

. worked annually-per trainee and a prevailing wage of $4.00 per h@ur at. an :
average traines praductlvily rate of 40 percent. The formula is: e

1,200 hours X 6 trainees x ($4.00/hour x AD%) $11 52!0‘ -
Note: self-earned contract dellars represent 44 par::ant uf the budgat*‘

INCOME
Contracts $ 25,000 :
Other 31,334
$ 56,334 $ 56,334
EXPENSES
Parsonnal
Supervisor (25%) 3,750
Instructor 12,000
Trainees (6) 11,520 S
Fringe/Taxes (15%) 4,091 IR
' § 31,381 :
Other -
Equipment $ 5,000 L
Equipment Repair 2,000
Vehicle Payments 4,000
Vehicle Oparating 2,500
Occupancy 2,500
Office/Talaphone 500
Insurance 800
Advertising . 500
Administrative Overhead (8%) 4,173
Miscellansous 3,000 -
$ 24,973 § 56,334
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Chapter Twenty-two

- GROUNDS MAINTENANCE WORK (ZD{)P
PROGRAM DESIGN

To operate a successful grounds maintenance business which employs
units of five to six handicapped workers.

ébjaeiivas
1. To generate sufficient contract income to meet a minimum of 75 percent of
costs and with a goal to meet 100 percent of all costs.

. To earn $60,000 annuaily per unit.

- 3. For the total co-op force to consist of a minimum af 75 percent handi-
capped workers. -

4. For each worker to receive no less than 50 percent of the established wage
for work performance and to receive fringe benefits equal to thnse for other
agency personnel.

~ 5. To provide steady, 12:month, full-time employment.

It must first ba understood that the work co-op Is oparated as a business
and that a sound knowledge of business principles is required. Because at B
- |least 7.5 percent of the employed warkers are assumed to be handicapped, a
;’"speclai sansmvny o persannal needs is _necessary. This extra sansmvlty
- should not, however, causs the, .c0-0p to function as a rehabilitation program.
= Workers :demonstrating: a: need for basic wnrk sdjustment af skill tralning
..should be refarred toa vacatl nal t‘ : am.: o ;

‘M‘




“Factors In Operating a Successful Grounds Maintenance Co-op .

: Admlnl:triﬂnn

""“‘The bom:m line in any business is profits: is the businass sfﬂclantly
administered with good product sales/service to produna the ne ed and
desired profit dolliars. This profit goal is the same for a work ‘co-op; Realisti-’
-cally, howaever, most co-0ps, given today's state of the arts, will be fortunate to
~ eam 75 to 100 percent of their total costs and will not have the pleasure of:
e dsallng with actual profits. It is hoped this situation wlll change as the pmfes-'
slon’s business and:management experience grows. L
Important elements of work co-op admlnlstraﬂun are:

1. 'Flnam:lgl management

2. Personnel

3. Physical plant and equipment
4. Contract management

Flnineill Management

"As was stated previously, the work co-op administrator must have a.
knnwleﬂga of budget and finance and how to compose financial plans and
then implement those plans throughout the year. As with every business, the -
€o-0p will have an annual budget which serves as the majur planning tuol A
sample work co-op budget Is printed lﬁ Figure21, — .

An important element in financial planning for a ﬁew cg-ep business ls
the startup costs. Such costs are relatively smail cﬂmpargd with’ the cost )
treenhouse or most other business ventures. A small program Bmplay g only
a few persons will-need only a minimum.amount of equipment, aspgclally if: -
work is performed primarliy for rssidsntial or small business customers. A

~ complete description of grounds equipment and their sources can be found lﬁ -

this chaptér .

Personnel ‘

-A buslnass which becomes a success and then’ rarnalns suc*easful

aimost always revealed to have excellent personnel policies and pr
Emplqyeas who are valued, who earn fair. wages .and: receive good b
- and who are’ traated fairly and challgnged creatlvely will respand In a mara"
o pngmve way — and ihat way can anly béﬁam the pragram

- Persannel pall:les ~lis lmpnrlant that all emplayaes kn :
:arnpaﬁy amplnylng them, what is expected of them;, the gulﬂellnes pertaining -
.- to their jobs; how-they will be evaluated, and what benefits: ‘thay:will:recaiv
- - All such:policies should be set in.writing in an empioyee: handbaek which is:
" given to each person ‘at:the time he or she is hired.. This. rula appllas
haﬁdicapped and nanhanﬂlcappsd staff alike. . : N
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mn the respenslbmty of management thet ernpleyees understand te the"} R
llest extent peeelble. tneee persennel pelleiee. pertleulerly lnlh :
he diceppe_

e
88), care of @ equip-
ment, penalties fer inepprepriete actions and conduct, preduetivlly expecta-
.- tions, and the period of evaluation or probation before a. peraen is eenelﬂered
a permenent employee .

Wages - Hegu!ellene geverning payment ef wages based upon llrne
- trials are described fully in Ghepier 9, “Wage Determinetlen " » :

Stalfing - When employing qualified staff for a greunde melntenenee

. work co-op, very little consideration is given.to the. prospective staff's .
" _strengths in meeting the training and soclal needs of the hendleepped- '
*- 'workers. Primary consideration must be given to hlrlng staff whose expertise

"."'lies in'the business and operational aspects of edrnlnletretien eupervlelen :

: melntenenee etc.

Essential staff positions at a work co-op inciude: an edminletreter, field
‘supervleer equipment maintenance person, and work crew foremen. Depend-
ing upon how extensive is the operation and the levei of contracts obtained,
one person might fill two or more of theee positions. Job deeerlptlene can be
_ found in the Appendix. . _
C In a emell greunde melntenenee buelnese, the peeltlene ef edrnlnist" mr

, ‘nperetA on of & preﬂ!eble_ bueln e. ine _dlnﬁ ebteinlng epprep
- ‘through biddin negt N :
i The supervieer should be. thereughly knewledﬁeeble end exeerleneed in"
nds meinten' nce work,: fe, : :

Werk c.‘rews Ae hee heen stated earlier.and is
_Gontreetlng." up to: 25 pereent of ce—ep werk rs:




';p;cgram s wcrkcrs mlght be unable to mancgc and yet which wculd be nccdcd

_., fcr many. grounds-managemeént contracts. e

Al wcrkcrs, handlcappcﬂ and ncnhcndlcappcd should bc asclgncd tc_'

. wc, _crcws ccrdlng to their-ability and then these crews can be scheduled -

- age rdingly in order to maximize: workcr cfﬂclcncy and buslnccs €os fec-j-

“.tivenass. For excmplc lcw—functlcnlng workers are psrtlcularly valuable for

such tasks-as hand weeding, trimming around obstaclés such as’ ccmctary;

s head ‘stones and fences, ‘picking up trash; and mulching.- Anothe -

% crew.might: be adept at certain landscaplng jobs as planting trees and ‘'sh

-+ . bery or constructing walks or walls. Other persons may find they. wcrk:yv in*

. concert. when operating commercial: mowers on a large’expanse cf*gra,s :

These abllities of ‘individuals and crews must be considered ii order

- contract work to be pcrfcrmcd most cfﬂclcmly and therefore most prcmabl' _

Certain ccntracts may best be completed with a crew. mlxturc of lcw anc hlghl,i

~level workers. | "

* - Evaluation prcccdurcs chculd be sct up ariu rcccrds_v malntaincc fcr each .

handicapped worker. These records are in addition to wage dctcrrnlnatlc r

~ time trial records and are cspecia!ly impcﬂant in ﬂcscrmlnlng ccs_t ff
tivenesss, prccucﬁvity, and work qualtiy for each individual’ wcrker and crcw

unit. 5

In addition, periodic cvaluaticns will raveal thc prcgrcss bclﬁg madc by a "',
worker as more work experience Is translated into a higher level of prcduct vi-
ty. Although some workers will remain with the co-op indeﬂnltcly, others'will: ;.
be able to obtain competitive jobs In the community. And-this'is anctharj"
difference between the work co-op and a commercial cntcrprlsv T 3

“does not attempt to keep its workers when It is clear that they are rcacy to: -

move into the community into hlghcr paying, more attractive cmplcyrn o1

© faet; thisshculc be one of the’ goals of the co-op, and -avery *‘promotion”.

~ co-op to ccmmumty shculc be rcgardcd asa successful sldc prcduct cf the

business enterprise. o

f Naturslly, such_movement of workers calls fcr lcng rangc plannlng and.-
cooperation. with affiliated training programs to insurc that tralncd warkcrs'

are avallablc to fill co-op vacancies on grounds crews. o

B thslcil Plant and Equipmcm

R sne " The grcunds maintenance cccp should ‘be located. as clcsc‘{as
- possible to its contract market area. Particularly when fucl,‘ls becom ing ever

‘. 'more. expensive, reduction in travel time: means rcduccd cmtract costs and

“.better work sfficiency: Grcws can spend more tlmc cn wurk cltcs rathcr than in
+ transit.

w0 oL ldeally, the size of the co-op physical plant location chculc cffcr one tc

twc -acres whlch would allcw for:

R cdcquatc adrninistratlcn and supnort cff!ccs

. émplcyc_c_:lcckcrc cnd ccnfcrcncc area

‘» vehicle and equipment maintenance

* covered storage for tools and materials




'~ - secure storage/parking area for vehicles and equipment
~_* onsite gasoline pump
. trash dispasal ‘area
itis vary important that facilities shouid allow for all equipment and tools
being properly stored under shelter out of the weather. Even large equipment
such as tractors should be sheltered from the weather to reduce the incidence
of maifunctioning.

Equipment - The wnrk ca-ep shnuld have a complete supply of standard
commercial toois and equipment appropriate for the number of workers and.
types of contracts. This supply should include backup equipment. It is not '

~cost effective for a crew to be unable to complete the day’s scheduled work:
because of mower malfunctions. in addition, a stock of malntenance tools and
spare parts should be kept in the crew vehicle so almple maimenanca and
repairs can be accomplished on site, -

Each worker should have his/her own assfﬁned get of taﬁls when at all
possible. Although such an extensive supply of toois might seem excessive, it
has been fgund that an lndlvldual assumes reapenalblllly h:r hls or har “own"
readily. lost or damagad

Following is a list of standard tools and aqulpmanl needed for a ragular
grounds maintenance business. it is wise to visit distributors to compare
modais aﬁﬂ prices which can vary widely. .

industﬂal brooms loppars
weeading hoes spreaders
square and pointad shovels tool boxes
swing blades equipment spare parts (mower belts)
hand grass clippers water coolers
power grass clippers gas cans
hand pruners firat aid kits
lawn and garden rakes fire extinguishers
gasoline powered edgers
weed eaters

. shears
pawer hedne trimmers
leaf blowera
wheelbarmwg

‘21“ p‘nwar mnwers

'. Ilmh saws
chain saws




- Companies which specialize in sales of grounds maintenance equipment .
- will_‘have complete catalogues for both tools and equipment. Some of the
major brands of power equipment with company addresses are:

Gravely
One Gravely Lane
Ciemmons, N.C. 27012
' Lawn-Boy
Gale Products
Galesburg, . 614071
Toro - S
~ .The Toro Company
_ - 8111 Lyndale Ave. South
" Minneapolis, Minn. 55420
Goodall :
Div. of.Bunton Company
1405 Bunton Road
Louisville,-Kentucky 40213
Powermow

F. D. Kees Manufacturing Co.

700-800 Park Avenue

Beatrice, Nebraska 68310

Yazoo

Yazoo Manufacturing Co.

P.O. Box 4207

Jackson, Mias, 39216

Howard

Howard Commercial Turf
Equipment, Inc.

9719 Olive Boulevard

St. Louis, Missouri 63132

In selecting commercial power mowers, some operators have foun

_the metal chassis of some models
-.maneuver. Equipment with plastic.h
_ but still durable. Also, considerati
selected. In many cases, a tw,

- maintalned at the proper level. -

. tive to rent special tools and equi

“avallable from any equipment rent

are very heavy and can be.
ousings can be lighter and
on should be given to the type of motor -
, v o-cycle. engine reduces ‘the " chance -for
breakdown which might occur with. four-cycie engines which require oll

... When contract specifications
- spraying, digging a large number o

‘Quakermayd

. Sterner's Company . .
Quakertown, PA.

- Hoffco, inc.

358 N. W. F Street
Richmond, Ind. 47374

Jacobsen

Jacobsen Div. of Textron, Inc.
1721 Packard Avenue
Racine, Wisconsin 53403
Weed-Eater, Inc, -
10515 Harwien Drive .

Suite 138

Houston, Texas 77036

Green Machine

HMC o

22133 South Vermont
Torrance, CA. 90502

Long.

Long Manufacturing N. C. Inc.
Box 1139

Tarboro, N.C. 27886

John Deere

Moline, lllinocis 61265

Sensation

The Sensation Corporation
3601 North 16th Stréet -
Omaha, Nebraska 68110

create special requirements, such as tree

f holes, etc., it may prove more cost effec-
pment rather than -purchase then
items, from hand or powered pos

Special -

t hole diggers to a backhoe, are readily
al business. I




0 ould ‘be pn:rnmently ‘displayed -
ehiclas far advertismg and publlc relatians valua in:the cammunity




Typical grounds maintenance equipment and vehicles

Maintenance and Operation Considerations - Proper and continuous
maintenance, inciuding preventive maintenance, of tools, equipment, and
vehicles is required to maintain work efficiency. Parformance of work depends
on the equipment, and heavy usage means breakdowns. A grounds operation
of any size should have an in-house maintenance capability with at least one
full-time maintenance person. During the peak of the grounds maintenance
season, the maintenance person may be required to work in the evenings
and/or on weekends after the equipment has been returned by the work crews
so the equipment wili be ready for use the next morning.

Correct matching of equipment to the contract to be performed is another
essential for efficient operation. Tools and equipment shouid be fully utiiized
in the tasks for which they were dasigned. Straining a piece of equipment to
perform beyond its design capability is not good management and can ruin
costly grounds equipment.

Contracis

The selection of contracts and thereafter the scheduling of contract work
to be performed should be based, for maximum resuits, on the combined
productivity of individual workers, the standarc crew unit, and the speciaity
crews. That is, a combination of _co-op strengths will produce maximum
productivity. The total co-op labor force should consist of a minimum of 75
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percent handicapped workers (required for participation in NISH contracts)
and a maximum of 25 percent nonhandicapped workers.

A list of types of contract= is found in Chapter 23, “Contracting Mode! for
Grounds Maintenance.” Co-op contracts will usually be more demanding than
those performed by the prevocational or vocational training crews. Contracts
can be initiated to correspond with the capability and productivity of the work

toward maximizing worker efficiency and cost effectiveness from a business
standpoint.

Professional Resources and Information

As in any industry, a person in the grounds maintenance and landscaping
business must keep abreast of what is occurring in the field. Advances in
scientitic knowledge, techniques. and equiprnent are being made constantly.
To be competitive in business. an administrator must be up-to-date on the
latest developments.

Instructional materials and other basic information plus the latest in
research findings can be obtained from industry, professional societies, and
university sources. An excellent example of instructional materials are those
published by:

Department of Horticulture

The Pennsylvania State University

University Park, Pennsylvania 16802

Periodicals which serve the industry include:

Weeds, Trees, and Turf
9800 Detroit Avenue
Cleveland, Ohio 44102

1014 Wyandotte Street
Kansas City, Missouri 64105

Lawn Care Industry
9800 Defroit Avenue
Cleveland, Ohio 44102

: Associations whose membership consists of
grounds and landscaping business are:
Professional Grounds Maintenance Association
Associated Landscape Contractors of America
National Landscape Association
Horticultural Research Institute
Professional Lawn Care Association of America

rofessionals in the

o
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Budget

A model grounds maintenance work co-op budget has been developed to
show basic income and expense items. See Figure 21. Each individual
program will, of course, reflect its own special income and expense items. It is
hoped that the ratio of self-earned income to expenditures will stand as a
realistic indicator of program potential.

~
Uy
w
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FIGURE 21

GROUNDS MAINTENANCE
CO-OP BUDGET MODEL

This model budget is based on a work unit of 5 co-op workers fulfilling
service contracts of $60,000 annual value. Co-op worker wagas are based on
1,750 hours worked annually per worker and a prevailing wage of $4.00 per
hour at an average trainee productivity rate of 75 percent. The formula is:

1,750 hours x 5 workers x ($4.00/hour x 75%) = $26,250
Note: self-earned contract dollars represent 78 percant of the total

budget.
INCOME
Contracts $ 60,000
Other __ 16614
$ 76,614 $ 76614
EXPENSES
Parsonnel
Contract Administrator (20%) 3,600
Supervisor (20%) 3,000
Foreman 10,000
Co-op Workars (5) 26,250
Fringe/Taxes (15%) 6,428
$ 49,278
Other
Equipment $ 6,000
Equipment Repair 2,000
Vehicle Payments 4,000
Vehicle Operating ) 3,000
Occupancy 2,000
Oifice/Telephone 500
Insurance 1,000
Advertising 1,000
Administrative Overhead (6%) 4,336
Miscellanaous __3,500
$ 27,336 $ 76,614
145
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Chapter Twenty-three

CONTRACTING MODEL
FOR GROUNDS MAINTENANCE

Goal

The goal in grounds maintenance contracting Is 1o secure contract sites
which are suitable for the training or work needs of the persons served while

The Contracting Plan

The contracting component should be planned so it is compatible with
the mission of the organization and the services of the horticultural center.
Conscientious effort must be exerted to guard against contract dollars

required to adjust to new contract specifications.

Marketing Research and Analysis

Very early in the planning stages, a professional marketing consultant -
shouid be hired to make a market analysis and compose a marketing plan.
Such a professional will be familiar with the competitive forces in the
business world and can advise on the principies for establishing a successful
contracting business. Recommendations for local consuitants may be obtain-
ed from the local Chamber of Commerce, or the following sources may be
helpful.

The Association of Consuiting Management Engineers (ACME)

230 Park Avenue

New York, NY 10017

(212) 697-9693

ACME certifles large consulting firms and offers a free membership
directory.

The Association of Management Consultants (AMC)

331 Madison Avanue

New York, NY 10017

(212) 490-3113

AMC members are small consulting firms. A detailed directory Is $50, but
a mini-directory with capsule descriptions is free,

-

147

156



The Institute of Management Consultants (IMC)

19 West 44th Street

New York, NY 10036

(212) 921-2885

IMC certifies individual consuitants. A directory of members with their
specialities is $10.

Directory of Management Consuitants

Templeton Road

Fitzwilliam, NH 03447

(603) 585-2200

A list of a wide range of consultants with their areas of speclaiization is
avalilable for $37.50. :

Any cost associated with hiring a consuitant is a wise investment. if
funds are not avaliable for this expenditure, consider applying for a grant,
perhaps a technical assistance grant, or pooling resources with one or more
other centers which serve the handicapped In your area and which alse wouid
benefit from a marketing survey.

Marketing research and analysis shouid reveal:

* types of contracts availabie

* how to acquire contracts

* jocal compatition

* potential income
budget requirements

* capitalization nesded

This marketing process requires business acumen and financlal skiiis
and knowledge seldom avallable in the rehabilitation field. Hence, profes-
slonal consuitation is sought to establish the contracting program on a sound
basis.

The analysis of the marketing information will reveal the most suitable
and feasibie contracts to be pursued. The stage of development of the
grounds maintenance program and the total organization must be cansldered;
then a plan for marketing the grounds services can be organized. Such a plan
Is requisite when the center applies for capitalization loans. The Small
Business Administration and commercial banking institutions wili usualiy
require such a plan in writing before considering a loan application.

Making Contract Decisions

Decislons must be made on what types of contracts wili be sought. These
decisions will be based on capabilities of personnel and equipment, what
work is available, and the suitability of the contract to the goais of the training
or work co-op program. 7 7 _ 7

The following criterla should be considered when making basic
contracting decisions.
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. Type of work desired

* manual, non-skilled labor using hand toois only

» non-skiiled and semi-skilled manual labor using hand tools and small
power equipment, e.g., trash pickup, clearance of bike or walking paths,
grounds improvement

» semi-skilled and skilled labor using a tull range of hand tools and small
and large power equipment; grounds maintenance, including mowing,
liming, fertilizing, mulching, raking, ste.

Suitability of site to work skilis

*+ simple alementary training

* more demanding, higher level training

» full-scale work site

Capability of personnel (trainees, co-op workers, instructors)

# productivity rate on a crew basis

* ability to handle equipment

¢ endurance (half-day versus full day's work)

. Type of training to be performed (prevocational, vocational)

Self-earnad income axpected

. Equipment capability

¢ What equipment is available including backup, and what can it do?
* Are personnel trained to operate the equipment?

* What equipment maintenance will be required?

Readiness to begin contract

= When will crews, instruciors, and equipment be available for the
contracting work (planning should be done 3 to 6 months in advance).

. Distance factor

* What is the feasible radius of travel from the horticultural center for
contract work?
Some recommaeandations which will assist in planning, assessment of

» Start out with contracts which offer simple cutting operations rather
than with contracts requiring involved, more technical horticultural ex-
pertise such as soil analysis, fertilizing, disease and insect treatments,
seading, etc.

s Pravocational programming may involve several hours per day or per
week in nonhorticultural work; during vocational training, the number of
hours spant in occupational skills is greater. At the work co-op level, 100
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labor. The contract marketing specialist must keep this in mind during
contract selection.

* It is possible to contract for only a section of a work area. For example, a
contract with a military base may call for cutting only their ball fields (a
flat, unciuttered area) during the first year. The contract then can be
enlarged during subsequent seasons, taking on more difficult terrain and
types of services parformed.

= Some contracts require only labor to be provided by the contractee while
equipment and materials are supplied by the procuring agency. In these
cases, no investment in equipment and materials is required.

* Travel to and from a work site is time consuming, expensive (workers
must be paid for travel time), and potentially hazardous to equipment. A
maximum operational radius of 25 miles is recommended.

Contract Marketing Spacialist

The grounds contract marketing specialist seeks out and procures
contracts which are suitable for implementation by the training and/or work
co-op crews. This individual might carry out these responsibilities in conjunc-
tion with those of another position such as work co-op manager. However,
contracting is a time-consuming job, especially for the training center or work
co-op with several grounds crews. The present success and the future growth
and development of the grounds program can rest on the ability of the contract
marketing specialist.

It should be noted that the contracting specialist focuses on securing
work contracts, not on insuring that training is accomplished. Howaever, it is
imperative that the contract marketing specialist be familiar with the training
program and the work capabilities of the grounds maintenance crews, The
marketing specialist must develop good communications with the training
coordinator and the work co-op manager to insure suitability of contracts, to
prevent work overload, and to see that contracts are completed according to
specifications.

A complete job description for the grounds contract marketing specialist
is found in the Appendix. (In government work, the job titie of marketing
specialist is often called a contracting specialist or procurement specialist.)

Standard Categories of Contracts
Several categories of grounds services have been identified as being

desired in private and public contracts.
1. General manual labor

* trash pickup on lawns and roads

= general weeding

* mulching planted areas

* large area grounds clearance

* cleanup around new home construction
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* fence line management

* forest care

Basic grass mowing and plant maintenance
s lawn cutting

= trimming and edging lawn borders

* weeding planted areas

* trimming shrubs

[

3. Grounds maintenance/management
= cutting of large lawn acreage
= liming, fertilizing, raking, mulching, edging, aeratirg, spraying
* grounds clearance and improvements
* hedge trimming
4, Landscaping
* preparing formal landscape design
= planting flowers, shrubs, and trees according to landscape design
* border area development
* construction of retaining walls, walks, etc.
5. Other wintertime exterior work
* snow removal
6. Custodial maintenance
* indoor janitorial work (may be very advantageous to include as part of a
contract). By including janitorial work, a seasonal contract may be
turned into a more attractive 12-month contract.
Several of the above categories may be included on a single contract, or a
contract may be limited to empioying only general unskilled labor and not
even include lawn cutting.

Sources of Grounds Contracts

The list of possible grounds contract opportunities is long. The following
examples are listed in order of increasing work difficulty and levels of poten-
tial income and summarize some basic advantages and disadvantages of
each type.

1. Individual homeowner

* Size of Site: less than % acre to several acres

+ Advantages:
— Relatively small, easily performed contract
— Sympathetic contractor
— Usually a one-half day to one-day activity
— Likely to be close to the contractee
~— Payment is immediate and facilitates cash flow

151 150
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Disadvantages:

— Producing a significant level of income means satisfying a large
number of different contractors.

— Widely varying expectations of the homeowner that are sometimes
unrealistic

~ Individual homeowner may preocccupy and dominate instructor's
time.

—~ Small financial income

2. Local community establishments

Churches, town halls, city/county buildings, libraries, nursing homes,

civic clubs, small businesses

Advantages:

— Readily accessible for contract proposals

— Small areas which usually do not require large, sophisticated equip-
ment

— Expectation likely te be realistic

~— Favorable community exposure

— Moderate financial income

Disadvantages:

~ Bidding process may be highly political

- Some establishments expect work to be done at less than a realistic,
competitive price because of a social, vocational, or community
service relationship with contractee.

3. Large commercial and public contracts

Public contracts: federal, state, and local government grounds, parks

and recreation areas, military bases, public roadsides and rights of way.

Private contracts: utilities companies, apartment complexes, schools,

hospitais, cemetaries, banks, industrial sites, retail chain outlets

Advantages: :

— Large sites require travel to only one location daily.

— Limited number of contractors to be satisfied

— Significant income source

— Often less cumbersome to mow and maintain, adaptable for training
tasks

Disadvantages:

= Very compaetitive bidding process

— Access to bidding process sometimes difficult

— Delayed payments of large sums affect cash flow.

— Loss of a single contract can be a severe financial blow.

— May require sophisticated, expensive equipment

152
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Marketing Strategies: NISH and Other Opportunities

In most cases, the new grounds maintenance training or work co-op
program will not have developed highly speciaiized strategies for securing
contracts—strategies that would involve public relations, expensive advertis-
ing, or a full-time marketing person. How, then, does it locate and cbtain
contracts? Four common avenues for developing grounds maintenance
contracts are direct inquiries, advertisement of the center, the Commerce
Busginess Daily, and National Industries for the Severely Handicapped (NiSH).
It should be noted that each avenue is not an end in itself. An effective con-
tracting effort will consistently utilize each avenue, although greater
emphasis may be placed on one or mors.

Direct Inqulries

Particularly for the new contractee, direct inquiry, accomplished by
knocking on doors of nearby businesses or government offices and asking
about grounds contract services needed, is the quickest way to obtain
contracts. The contractee’s board members, staff, and professional and
business community contacts should offer assistance by directing the
marketing specialist to potential contracts.

Advenrtising

The budget program should include allocations for advertising the
contractee’s services. Advertising is essential for obtaining initial contracts,
upgrading existing contracts, and, in general, exposing the community to the
credibility of the contractee. Some common means of advertiging that have
been found useful are:

* Yellow Pages ad

* Logo and name on vehicles indicating the nature of services offered

and phone number

* Newspaper ads in garden and/or classified sections

Advertising flyers
= Letters of introduction to prospective purchasers
* Displays at flower and garden shows

* Inclusion on governmental and private industrial bidder's lists. The
standard government form number 129 (see Figure 22) may be filled out
and sent to any government agency with which the horticultural center
wishes to do business. The center then will be placed on the agency’s
bidders list and will be notified of all contracts which are available for
bids.

Commerce Business Daily

The Commerce Business Daily (available from the U.S. Superintendent of
Documents, $105.00 yearly) contains invitations for bid, contract awards, and
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subcontracting leads on major federal government contracts. Notification for
most of these contracts averages 45 days. While this often is not sufficient
lead time for the novice agency to complete procedural requirements, these
advertisements provide good leads for “'where the contracts are" and can be
pursued for subsequent opportunities. Contracts made in one season can be
nurtured for future development.

NISH

National Industries for the Severely Handicapped (NISH) arose outl of

amendments to the Wagner-O'Day Act of 1938 through P.L. 92-28, Javits-
Wagner-O'Day. This legislation created NISH as an independent, nonprofit
organization designed to coordinate and facilitate sheltered workshops' sales
of commodities and services to federal government agencies. NISH offers
technical assistance, allocates orders for goods and services, recommends
prices, and oversees, monitors, and inspects the activities of workshops utiliz-
ing NISH provisions. NISH assists the prospective contractee in meeting the
regutatory requirements of the law and aids in the evaluation of individual
workshops’ capabilities to prodice commodities or services for the federal
government. Centers who wish to participate in NISH contracts must meet
qualification criteria and provide their commodity or service within govern-
ment standards. NISH provisions are directed grimarily to sheitered
workshops, although training programs may also qualify under certain
circumstances. There are five criteria for me- {ing NISH qualifications:

1. Bona fide nonprofit agency status.

2. Direct labor requirements. The workshop must employ the severely
handicapped at a quota of not less than 75 percent of the total manhours of
direct labor. Supervisory, administration, inspection, and shipping (indirect
labor) personnel are excluded from direct labor calculations.

3. Demonstrate production capability in quality, quantity, and timeliness.

4. Meet standards of safety set by the Department of Labor and Occupational
Safety and Health Administration.

5. Continue ongoing certification as products and/or services are marketed,

The initial certification requirements are met by documentation of these
requirements and a completed Workshop Inventory. Services praovided by
NISH are offered through a 4 percent commission on contracts awarded. In the
field of grounds maintenance and related service contracts, NISH has
negotiated contracts with military bases, FAA centers, grounds areas
surrounding federal buildings, and national parks.

NISH attempts to generate contracts for workshops throughout the
nation; it is the principal responsibility of the workshop to identify potential
contracts. The importance of engaging NISH in contract negotiations lies with '
the “set-aside” provisions of NISH that apply in the following manner.

When the government agency procurement officer is contacted by the
contract marketing specialist and negotiations are begun, performance
specifications such as hours of work, wages, training needs, equipment to ba
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(see Flﬁuras 23— d) i tha federal agency prt:t;urement nfﬂca agraes that a
contract Is feasibleﬁundar NISH,: ‘then this Fnataﬂsl is:submitted

saf thé cantrar;t itis remavad from tha annual blddlng prucass ‘and, all. fa t
:Tamainlng sta_l:la, the w@rkahop haa a predictabla source of incama The' ap:.

warkshnpv already halds may be r:.nnvartad to NISH prnvisions in arder tu'
e remi:va them trom the competmva blddlng pracass

NISH
B 4350 East West Highway. Suite 1120
Wasnington D. C 20014

feontract Bldding

Ynu have a’ patential purchaser; your instructors and crews wnll be ready_=
in a cuuple of months; and- equipment and operating monies are available.
““How much’do.you charge the customer? How do you ﬂgura yaur costs?
.~ The:process. of-contract ‘estimating is a simple one ‘of ‘knowing :all -
“contract costs and how to allocate them. The NiSH formiula in Figure 23 Is an-
. excellent guide. Since each contract incurs unique characteristics,. only:the -
= -most- ganaral comments. wlll be glvan here. The breakdawn in the furmul

lncludes : -

1. Expendable Supplies (fuel .oil, tertilizers, mulches, atc)
-2, Direct Labar Costs (the Estimatad wages of co-0p workers or trainees) -
. 3. Burden Costs’ (itemized in Figura 23a). :

- - The dlrect labor .cost. is eomputed.in-total worker hours of trainees or.-,
“warkers This*factor is- mast*dlfﬂcult to estimata withaut “a“baseline ofthe

g I
: may take a handful of ca—ap workers to do'a half-s:ra"
“flower gardens trees signs, and walkways. to say nothing uf further dlfflculty
_if that area is on a hillside. ‘
’ Ta astablish warker hours, several means may ba used

| . Canfar with the purchaser about previous perfarmance time.

" .. F!equast to da a trial run on the grounds area (thls is not unreasanable '
-and may be performed with pay).

. s Writea cfmtract for a set amount and include a clause for renégm
o based on actual experlance
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'FIGURE 23a

SERVICE: ___ — _

CNA: _

* COST BREAKDOWN — CONTRACT SERVICES

LOCATION: _ — ) .

(1)

2

3

DATE:

{4)

{9)

) DESCHIFT]GN i R élLD T NEW i %
- ) B JEasa Date) (, ) ] { EHAHEEﬁ )
1. EiE!ﬁAELE SUPPLY Ein;‘i 7 o o
Expendable Supplics (ATCHMT A) -
2. DIAECT LABOR COST ] A I B
| Uid Averaga WorkshopWage 5. /hr
_ New Average Workshop Wage S__%!hf ! - o -
k3 Vllli]ﬂE!i cosT V - 7 ;
4. Indirect Labor {Incl. Supervision) — - — —
b. Direct Labor Fringe {ATCHMT B) A . _ o
¢. Indirect Labor Fringe (ATCHMT B) — _ _
d. Equipment Depreciation (ATCHMTC) | __ _ 4L . -
8. Vehicle Operation (ATCHMT D) — . 1
9 — —_ — | — — S —
[ P — . e _ _
i. Other Burden — — — —
) TOTAL BURDEN ) -
4 SUBcONTMACT COST ) )
5. TOTAL SEAVCE COST . ] .
(Ovid by 9 1o vt Base Price) _ : _
6. BASE H,né; ) . )




FRINGE BENEFITS ,
O DIRECT LABOR
O INDIRECT LABOR

“ 5 LINE
"~ NO. ____ DESCRIPTION

1. Tolal Labor Hours Performed to Provide Sarvice
(Total Hours Worked)

2. - Nonhandicapped Labgi' Hours (Standard Hours)
(For Direct Labor, Line 2 of FMP-8)

3. Average Wage § $
(For Direct Labor, Line 2 of FMP-9)
4, Total Labor Cost H ) §
’ (Multiply Line 2 by Line 3; For Direct Labor, same as Line 2
of FMP-9)

5. Average Hourly Earnings 5 [
(Divide Line 2 by Line 1 and Multiply by Line 3)
6. Number of Holiday and Vacation Hours
{Multiply Number of H&V Days by 8 Hours)

7. Average Man-Years
(Divide Line1by ______ . Hours [2080 Minus
Line 6]}

8. Health and Weltare Rate ($/ Hour) § 5

*9. Hourly Holiday and Vacation Pay and Benefits $ 5
(Add Lines 5 and 8)

- 10. Payrofl Tax Rates
' a. Fica %
b. Unemployment %
©. Accident Insurance -% |
d. Other — %
e. Total Payroll Tax Rates %

|eeges

11. Total Health and Welfare Benefits. [ s
(Multiply Line 1 by Line 8) -

12, Total Holiday and Vacation Pay and Benefils § $
{Multiply Line 6 by Line 7 by Line 9) I

- 13. Payroll Taxes
a. On Pay (Muitiply Line 4 by Line 10e) 5 $

b, On Holidays and Vacations (Muitiply Line 5 by Line 6 | $____ | 5.

by Line 7 by Line 108) _

¢. Total Payroll Taxes (Add Lines 13a and 13b) L —

14. TOTAL FRINGE BENEFITS s $
(Add Lines 11, 12 and 13c) o .
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OLD

NEW

1. FUEL

b. Days used per year

¢. Total miles per year i_ar this service
d. Miles per gallon

@. Gallons per year for this service

I Average cosi-per gallon

g Yearly cost for this service

2, MAINTENANCE AND LUBRICATION

a. Yearly cost
v b. Percent utilized for this servica
¢. Yearly cost for this service

3. . REGISTRATION AND INSURANCE

-]

a. Yearly cost

b. Percent utilized for this service

. Yearty cost for this service

o

4. TOTAL VEHICLE OPERATION COST

a. Miles per day vehicle is used for this service

5 1 s
s s
S % —

__(Total Lines 1g, 2c. and 3¢)




he grounds‘
I8 nbligated .
if thres full-tlme .
BS iculat p is to empiay six wnrkars ‘at s
eslproductivity, or an aqulvalant that: aesnunts for the three full-' ‘

tim salarles,

‘The term “burden costs" applles to several catagaries and althaugh tha S
term is unique to the nonprofit rehabilitation center, many of its items are not. e
zEurdan_ costs are indirect costs and wages of the supervisor or. ‘foreman, the - *
fringe costs for. both supervisory personnel and wnrkerslirainaas aqulpment
,dapreclaﬂgn and- vehicle ‘operation, “Other burden" should - include ‘an
.allowance_factor ‘of 1D to 15 percent for: redoing cantrar;t work, replaclng :
‘damaged plants, etc. — this is a real cost factor, not a prgﬂt factor. Also add-

: Ed withln “other burdan" may be a portion of overhead costs.

.Expandabla Supplv Cost
+

Direct Labor Cost = Subcontract Cost
. _
Total Burden Cost 7

" " This total subcontract cost is the warksh@ps blddlng cost unless tha
contract has been brokered by NISH. In the latter case, the subeuntract costis .
‘divided by .96 (for NiSH commission rate) and the raaultant sum is the tatal
‘contract cost. This, then, is.the. base price of the bid submi
- Co bids. shﬁuid be.researched.and. ﬂgured -caréeful
1ean losing a lucrative contract; a too-low bld could lock t}
prc duglng situation. Contr ts are lega : : :
ed for the protection of both parties and to a\mld mlsundarstandings Al
ontracts should have a 1 30-day termination clause applylng to both contractor ~

d cantraetee 595 Appendlx for sample gmunda rnaintenan:e cnntract

t,ls'custnmary for a blddar ta be requlred m
nting to.a small percentage

pest a bld bond usually
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THE MELWOOD EXAMPLE

- To present the Melwood example is to run the risk of, setting up this
‘program as an ideal model. Such is not the intention. Rather, in describing the
~‘Melwood experience it is hoped that other planners might examine the various '
components that have gone into the development of this rehabilitation
prevocational and:vocational training and work co-op, based on a business
_model) program and highlight for themselves areas that may be relevant for
heir: purposes.. It-also will become clear that, as in this project, many

programs can begin with a plnch of resources and programm!ag and graw to
argar dimensions.

ﬂd of work was anﬂ remalns the samng for carrylﬁg out tha urganlzatiﬂn's‘ o
.mlsslan as farmalized in the Artielas af Incnrpﬂraﬂgn* : '

veral of the six parents who founded Melwood were horticultur



peclallsta who.warked at |he Unlverslty af M, azAgricuItural- B
nte In 'helrjo' t afforts through PG RC resuited in the-acq
: 8 of jovernmer, ,,rplug land na P

gh, the !ngxt ﬂva yaars, cummunlty graups especlally Lmns ‘Clubs
3¢ ibull«;linn supplies, money, and their - -own physh:al labor:t
' V__Shruufn and:lock br-area and an. aﬂdmon whic;h served

admlnlstraﬂan buildlng A growing conviction in th, /
oriented . .phiosophy led to the. hlriﬁg -of t
admlnlatraﬂva -staff in-.1966. |
"~ Melwood Horticultural Tralning Canter Inc.
" PGARC: Incorporation facilitated further
“-organization on a: tax-exempt pri a8
19503; Melwood -was’ operating on a fiscal’ budge

/ sappraxlmately 39 percent of

income t
- ing trom participation in United Way and Division of

' . and Mental Retardation Administration allocations for day program ming an
" training. N '

- Expansion — The Melwood Hortlcultural Center

The next half dacade brought rapid growth. An HEW Researc ‘
Development grant . spannlng three years made possible the
female trainees. and" proved the value of Melwood serving be
women. The Prince George's Gaunty Board of Education, in. 1971, d
surplus temporary- bulldlngs which' .housed the. caunsallng-‘ v
financev department.and_provided. room to-teach. daily living-skills-and- fcu:dv
- Preparation. Next,.with.monies from the Division of Vo 'atlunal Rehabil o
andﬂcnmrﬂunlty donatlﬂns -several-more greenhouses were erec
“wholesale plsnt pr@ducﬂon capability; and the purchase of.la
" ment enabled the performance of large-scale: gfﬁun" s
The first: greenhouse was-converted -into ‘a retall pi:
. marketing capacity, and additlﬂnal retajl -sales autlata wen
public and private office bulldlngs ‘Wholesale centrac:ts far,
lurther incrsased Mel 'qnd s salf—earnad lnca" e, - :

. tralning ané ork' programs
L alan-*ha



ﬁﬂd Emmnys Wurk ca-up
f ﬁrne nine years ﬂf axperienca in training, Melwnad had placed
umeraus trainees into’ competitive employment in harth:ultural and nonhor-
.v_ti\:ultural jabs There were still others who were- wurkmg at their. cptlmurnf
bility. but who, for various reasons, were.not yet capable of working'in the
pan job market without extensive experience. Out: of these circumstances
. amse the concept:of a work co-op with an-identity and a location- separate )
-from the training facility near Upper Marlboro. County property h:n:atad ina
! lanned industrial park was obtained, and a grounds maintenaﬁ;e work i:ﬂ-up, L
;known as Melwood ' Greenways, was established  with équipment storage
space and repair facilities. Plans for a horticulturally- related wood crafts
- store, antiques shop, and a plant and garden center with a small’ ‘graenhouse
attached were conceived as outlets for other work. However, the retailing op: .
- portunities which fit in with Melwood's long-range plans fnr business aﬁd o
employment of the handicapped have not yet been realized. o
" The grﬁunds maintenance. work co-op expanded succassfully and hss.,‘,
'becnrne ‘substantially self-supporting. Serving as a- trainee’s graduata oppor- . .
-tunity, Ereenways operates as a fully. cgmpgtltwe ‘commercial lawn care .
service. The 36 mentally retarded male and female aduits employed here work::
with a full range of commercial equipment. Wagas paid are no less than 50 .
pércent of the minimum prevailing wage and may even surpass the minimum ~
wage,; depending upon the individual's job- productivity. One. full-time gtaff
member supervises the operation of 20 Greenways contracts, more than half
of which are 12-month work sites. And one staff member Is. constantly prepar- - .-
ing individuals for competitive employment through teaching job applicatlon
skills &= ‘t.:ating placements.

ons or institutionalization, But residential services were lscking in the; )
nity, a lack which was detrimenta urtha

1. day Iwm;';atimja_\l training prég"rarn
2;:w’ark co-op
raaidam vlllage o




4 year—raund camp facimy

' ,000 pan was obtained frcrn a local faundalluﬁ to purehasa the -
-’wa-acra ‘farm- with--a 20" x 100" ‘glass - greenhouse, ‘farm - -houge, - ba
' considerable cieared iand, some forested area and a pond.
jin-:In-1971_‘with.‘six - trainees. . Shnrtly thereaﬁa a imall ; Busine
n Inlstratlcm Inan fundad canstruatlan of a larg vergla e

'ig
ad traﬁsltlnnal quadraplax is belng planned for gnnstrucﬂan Dﬂ tha ar

o 'ﬂrnper!y

Tha Elmril Pleturg




pur: ‘years VMelwcsad has placed 95 graduatas mtn campetitlve and C(}va T

9 L
? tu;m and Mantal Hetardatian Admlnlstratlan. CETA pmgrams Unitgd Way. and; ”
- " other sources. This budget includes the expenses for the supervlslan and
6 aperatian of nine homes and apartments for 30 individuals and the provision
of avaluatlan and suppartIVE sarvlces far all the tralnees

» ‘Adminis!r&iiqﬂ

v Bﬂ!lﬂ nl Diraeinr:

. Melwaad s chief administering body is its 15-member-Board of Biresmrs
" who take an active role in the organization's direction. Campasiti@n of Enard,:
5 membership Is-balanced among representative of horticultural, business,
- banking, health, social services, legal, educational, and parental groups. With
e their prnfassmnal affillsﬂons and experlence the Baard mambars cnffer

‘and check and bslance“ capacmas they are arganlzad into’ faur warklng
committees (finance, business, residential/training, personnel/board
membaership). Board members challenge the staff to maintain ndelity to.the .

oo ‘Melwund ‘mission.

. KeyStatt .

N An argam;atian r.:hart (Flgure 24) prcvides an avervnew af functlénal_;
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Asnagement information Systems - v

Melwood employs various management information systems which pro- -
ide "aid in_decision making. throughout the organization; ‘Basically tor -
‘Melwood, management information systems consist of any information which
reaches the attention of managers and enables them to develop effactive and
cost efficlent programs. Once the pieces of.information become standardized
-and begin flowing in an expected time frame, then this flow .is formally.
Tecognized as a Management Information System (MIS). These systems
include departmental short- and long-range planning and budgeting, gsogram
-evaluation, IPP's, shipping and inventory. records, production and contract
quality control records, and weekly sales reports, :

———~Forexample, as used by Mélwood, ‘program evaluation is a goal-oriented,

. time management procedure ‘measuring actual accomplishments agalnst

- expectations. Varlances are highlighted and addressed with -corrective ac- -

* tions. Every department develops and Is responsible for.a set of goalsand a.
“time schedule for their completion. These are reviewed monthly and quarterly -
~by the respective directors, Program evaluation as a methodology applies to
training, to sales, and to administration itself, as well as to plant production

and grounds maintenancs services. )

“Training

The primary goal of Melwood's training program s employrant. In keep-
Ing with that goal, real job settings afford experience with rea! tools of the
‘trade, real job pressures and demands (efficiency, deadlines), #d the real
‘atmosphere of work (appropriate clothes, lunch boxes, speciviod. coffee
‘breaks). : T
N Training plans for each trainee are established by the interdisciplinary
‘team and implemented through the IPP. Instructors employ established time
trial procedures to determine efficiency and to set pay rates. The Melwood
instructor must strike a balarice betwa=n being “foreman” and “instructor."
The latter role is given administrative sanciiun and support through.the role of

he'trairiing coordinator who oversees these systems. Furthermore, in-service

ent.of this philosophy, training . would be: h

Instructor turn-over, administrative or.production demands, and f

.. A flow chart (Figure 25) shows an overviey of.the process a ti
llow from admission to job placement at'M ood. Applicants are'g
3 tg ears of age and are admitt d.in conjunction with the Mental

,,,,,
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FIGURE 25

CONTINUUM
OF

VOCATIONAL DEVELOPMENT

Reterral to _ ra-2creaning Admissions ______
MHTC Pro-screening (—— “Roview

Referred ) Referred

To Othar To Other

Evaluation”

= - :

Personal and Work Adjustmeant
Work Activities

Employmant

Transitional Programming

Extended Training )
Extended Employmeant

QUARTERLY PROGRAM REVIEW
CLIENT - STAFF - OTHER INPUT
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Melwood Prevocational Evaluation Form (work adjustment)

American Association of Mental Disability's Adaptiva Behavior Scale (ac-
tivities of daily living)

Residential Rating Form (independent living skilis)

Recording of personal history (family, school, court, etc.)
Social/Recreational Checklist (independent and group social/recrea-
tional activities)

An evaluatian ccxnfarenca with the appilcant his or hér parents, tha

trainee

The training process Is arranged according to a developmental framework
in which prevocational programming develops general work habits, vocational
trainiﬁg émphasizea pn:ductlvlty and 5pacific skills and the trslnee graduates

gramming is the use cf réal wark sltuaticns as tha actlvitlas which tralnees
perform while the skilis or competencies that must be developad are ordered
hierarchically, from most general to most apecific.

Twa af thé cﬁﬂt&ﬁt areas of traiﬁing - wark adjustrnent anﬁ ~ocoupa-

ly ln addltian, inﬂapendant Iiving teaches skills and knawledge whh:h prapare
individuals to survive as much as possible on their own. An Activities of Dally
Living (ADL) curriculum covers nine life functioning areas: citizenship, com-
munication, home and family, leisure time, rnaterials and money, social
adjustment, physical and mental health, safety, and travel. Similarly, the
social/recreational functioning area addresses the demands for peer com-
patibility and a well-rounded development so the trainee/empioyee does not
stand out as a deviant individual in a job or community situation. See Figure
26. A job placement in the community in competitive employmant is made
whan the trainee has demonstrated a criterion of compatence in empioyability
and displays the motivation to retain that employment outside the Melwood
system.
Additional Services

Other Program Services supplement the independent living and
social/recreational areas of training. Speech therapy and language develop-
ment Is a service Melwood only recently has undertaken. Recreational and
social programs Include Special Olympics, night school classes, holiday
r:eiebraﬂuns and autings that may range fram local vlslts ta waak Iang camp-

tralneea and cnvars auch thlngs as famlly planning refarrala medlcsl
assistance, and personal problem counseling. Since Melwood has developed
lts own houslng unlts rasldentlal plar:ernent has bean an addltl@ﬁal facet Qf
prasenteﬂ the residential unlts are arganlzad ona continuum of care basis
from the closely supervissd group home to the less structured and minimaily
supervised apartments and homeas. .
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FIGURE 26

MELWOOD TRAINING SUMMARY

CONTENT

WORK ADJUSTMENT
Areas of Functioning
as Employable Worker

OCCUPATIONAL SKILLS
Grounds Maintenance Skills
Greenhouse Work Skills

INDEPENDENT LIVING
Survival Skills
Personal Adjustment
Residential Living

SQCIAL/RECREATIONAL
FUNCTIONING
Peer Socialization
Residential Living

PROCESS

On the job training

On the job {raining

ADL Program, Evening
Recreational Programs,
Individual Contracting
thru IPPs,

ADL Program, Evening
Recreational Programs,
Residential Program,
Individual Contracting
thru IPPs,

ASSESSMENT

Melwood Prevocational Evaluation Form

Time Trials for Skill Accuracy
and Productivity

Activities of Daily Living Rating
Adaptive Behavior Scale of AAMD
Financial Stability

Activities of Daily Living Rating
Individual Needs
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Plant Production

Of Melwood's tc.ial plant production, approximately 50 to 60 percent are
Seasonal crops such as poinsettias, chrysanthemums, bedding plants and
spring baskets. The remaining 40 to 50 percent of production is concentrated
in year-round foliage or tropical varieties that provide a staple product for
plant sales, mainly such standards as wandering jew, swedish ivy, ferns, and
dracena. The Farm complex propagates nearly all of its seasonal foliage
variaties. Only a small percentage of products, usually 10-inch Schefflera and
other 6-inch tropical foliage, are brought in for finishing off. At the Center,
about 50 percent of products are propagated from cuttings and the remainder,
especially poinsettias, are finished off produects.

Plant Sales

Sales at both the Melwood Horticultural Center and at the Melwood Farm
are categorized as retail, wholesale, and community sales (i.e., building sales),
The Center operates its glass greenhouse as a retail shop from Tuesday
through Sunday on a seasonal basis. Although the Farm has no shop as such,
it also sells plants out of its greenhouse to retail customers. Wholesale
income at both locations derives from delivery routes to chain stores and
small plant stores or nurseries who then retail the goods in the community.
Melwood now is experimenting with contract growing for broker sales.
Melwood's forte in sales has been its effort in “building sales.” Between the
Center and the Farm, Melwood conducts sales in 85 to 90 buildings per year in
the metropolitan area. At holiday periods (Christmas, Mother's Day, and
Easter) a concentratec effort is made to conduct sales at all locations. By far,
this technique has been Melwood's sales backbone and has produced
Melwood's identity in a large part of this urban community. An average
building sale will gross $500 to $800; however, $1,000 to $2,000 sale days are
common.

Grounds Maintenance and Grounds Management

In the second decade of Melwood's expansion, grounds maintenance has
rapidly established a firm place as a training model, an smployment opportuni-
ty, and an income source for the organization. Whereas the Farm's contracts
in grounds maintenance are more generally manual labor-oriented, Melwood
Greenways Work Co-0p has a substantial investment in machinery and an
aquivalent expansion of work and contracting expertise. Beginning from sueh
small contracts as the public library or a nearby nursing home, Greenways
now holds lawn mowing contracts for a large veterans cemetz-. RFK
Stadium, eight county libraries, and other large federal and public grou:ds.

Contracting
Melwood's contracts in grounds maintenance originally resultad from an

aggressive pursuit of opportunities. The majority of its contracts (both in
number and in tot-I dollars) still rests with competitively bid procurements.
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Since the passage of the Javits-Wagner-O'Day Act of 1973, Melwood is
aggressively attempting to move all its federal contracts under NISH since
this mechanism offers stability from year to year and eliminates annual com-
petitive bidding. In contacting local industry or government offices, the
contracting specialist takes a frank business approach that “we have a
service — you have a nead’ and enters into the professional bidding process
with other commercial companies. Management of contracts in this area is
becoming increasingly more specialized. Under a DVR grant a professional
market analysis by a business consultant is refining Melwood's marketing
zbility. By strengthenmg the Greenways facility with a full-time administrative
“developer-manager,” Melwood anticipates that this unit will continue to
experience rapid growth. The long-range goal is for this facility to employ 100
co-op workers with an annual payroll ot over $500,000.

For publicizing its grounds maintenance service, Melwoaod relies upon a
minimum of general advertising. A $1200 Yellow Pages ad reprasents the
larpest advertising outlay. A Melwood Greenways advertising brochure (see
Figure 27) is maziled to increasing numbers of potential contractors with
requests to be placed on their bidders lists. Melwood Greenways workers wear
standardized uniforms and their trucks carry an emblem proclaiming
“Melwood Greenways Commercial Lawn Service.” Melwood also sponsors
exhibitions in local tiower and garden shows and at professional conventions.
Af the forefront of these efforts is the emphasis placed upon quality of service
and competitive rates.
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The Business Environment

This section can hardly be concluded without summarizing the impact
upon Melwood's trainees and co-op workers of oparating as a fully-functioning
commercial business. The greenhouse operation is as vuinerable to hardships
of nature as is any other similar business. Equipment failure in the
graanhouse or with grounds maintenance machinary may incur costly delays
or, even worse, a reductlcm af pradur;t quallty or afﬂclem:y Eut In the face af
want fc:r quaﬂérly or aamlsannual ravlaws Th!s press fu,r acs@untabllity has
been found to increase the trainee’s development of responsibility to meet the
Ehallengé of the real world. A tampa'ramant that is reailstic and arganlzsﬂan

is tha main pr@é-lct of Melwood's Hoﬁigultural Trainlng Genter Melwood
graduates and co-op workers who ara work responsible and work productive
and who are valued members of our work soclety.

Future Development Plans

Continuing development planned for Melwood in the coming years
includes fulfiliment of some long-standing goals plus the realization of other
opportunities.

~ Tha three-yaar growth plan for Malwood Greenways already has been
mentioned. The plan, which calls for employment of 100 sheltered workers and
a $500,000 payroll supported by matching growth in grounds and added
janitorial contracts, is in response to the prassing need for additional oppor-
tunities for co-op work. The Greenways plan algso incorporated facility expan-
sion to allow for proper training and office space, equipment maintenance and
shelter, and storage to suppori the axpanded program.

Another business development plan involves a garden center from which
Melwood would sell its plant, wood, and ceramics products plus a full line of
garden supplies. This expansion of Melwood's business outlets also wouid
afford a place of employment for co-op workers plus an opportunity for
trainees to gain further community exposure, experience, and reinforcement
of training objectives.

An exciting potential is contained in the planned development af an
exchange program between Melwood and other programs in the United States
and around the world. Exchange of staff would benefit all involved agencies as
knowledge is exchanged and experience broadened. But the program also
would include exchange of trainees who could gain new experience and
growth. Enthuslastic responses have come from Germany, England, Israel,
Jamaica — programs in every country with which discussions have been held.

For many years, Melwood has acted as a resource for persons and agen-
cias interested in obtaining information on a Melwood-type horticultural
rehabilitation program. The volume of visitors from this country and abroad
has made clear the need for a devaloped educational capability in which
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Melwood's annual Oflicials Day luncheon and awards presentation provides
an opportunity to thank community business, civic, and government leaders
for their support, to set forth plans for the coming year, ard to highlight the
capabilities and accomplishments of trainees and co-0p wWirkers.
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Meiwood would act as a consultant on varying levels of involvement, depend-
ing on the depth of existing knowledge and expressed need of those
requesting counsulting services. Not only would Melwood's services be
available at the Center and the Farm iczations, but Melwood staff would
conduct workshops and seminars al other community, educational, and agen-
cy siles.

One of Melwood's long-held dreams is a ranch or wilderness camp
facility — an extension of the Melwood Farm Camp which will serve as a
resource for staff, trainees, and co-op workers. The advantages of a different

value for everyone. Melwood feels strongly about the need for persons to meet
challenges and to stretch themselves physically. mentally, and emotionally as
they become well-rounded, self-confident individuals. Melwood's training
program has always included field trips for trainees and staff who go camping
in the mountains or at the shore or travel to Disney World and even to Ber-
muda. Such trips and their new experiences and challenges add a dimension
to a person’s development which carries over into their more normal, everyday
routine. Melwood believes that every person shouid be encouraged in that

can only be an asset to the total training and rehabilitation program.

This description of Melwood — what it has been, what it is, what it will
be — portrays one program which answered a need, dealt with specific

ciples and operational details described in this manual can be put to work in
any situation as fits particular needs. it is an established fact that rehabilita-
tion through horticulture does work and can be acapted to serve varying needs
in varying situations. Not without problems and continuing struggles,
Melwood has used the horticultural environment, developed programs to
answer needs, maintained enthusiasm, searcned for innovation, and planned
for the future, while never lozing sight of its original mission. If that is a unique
racord, then Melwoaod is unique — but it is a uniqueness which can be claimed
by any program that wishes to take advantage of the many benefits offered by
the horticultural environment.

178

187




O

ERIC

Aruitoxt provided by Eic:

BIBLIOGRAPHY

Beck, Terry-Diane and Alexis Gersumky. The Foundation Center Source Book.
Mew York: Columbia University Press. 1975/76.

Berninger, Louis. Profitable Garden Center Management. Reston, Virginia:
Reston Publishing Company, Inc.  1978.

Bordsky, Jean, Senior Editor. Taft Corporate Foundation Directory.
Washington: Taft Corporation.  1977.

Catalog of Federal Domestic Assistance. Washington: Office of Management
and Budget. 1980,

Vernon, Virginia: National Council for Therapy and Rehabilitation
through Horticulture, Vol. I, No. 1. March, 1979.

Coorsh, Richard P., Gale D. Snoddy, and Paula D. Relf. Funding Sources for
Horticultural Therapy Programs. Mount Vernon, Virginia: National
Council for Therapy and Rehabilitation through Horticulture. No Date.

Copus, Earl, Jr. “Defining Therapy and Rehabilitation through Horticulture.”
Address given at the Seventh Annual Conference in Chicago. National
Council for Therapy and Rehabilitation through Horticulture. 1979.

Cummings, Wm. Joseph, Ill, Editor. A Study of Horticultural Therapy in Fairfax
County, Virginia. Mount Vernon, Virginia: National Council for Therapy
and Rehabilitation through Horticulture. 1978,

Dermer, Joseph, Editor. How to Get Your Fair Share of Foundation Grants.

New York: Public Service Materials Center. 1973,
Dermer, Joseph, Editor. Where America's Large Foundations Make Their
Grants. New York: Public Service Materiais Center. 1971.
Foundation Grants index. New York: Columbia University Press. No Date.
Gold, Marc W. Try Another Way. Sacramento: The California Project.  1977.
(An excellent basic work on task analysis of work skill training for the
severely handicapped. Available from The California Project, 1455
Response Road, Suite 138, Sacramento, California 95815

“The Grantsmanship Center News.” Los Angeles: The Grantsmanship Center.
(published six times per year by The Grantsmanship Center, 1031 South
Grand Avenue, Los Angeles, California, 90015)

Grimmer, W. W. Greenhouse Cost Accounting. Kenosha, Wisconsin: Gateway
Technical Institute. 1975,

Hillman, Howard and Karin Abarbanel. The Art of Winning Foundation Grants.
New York: The vanguard Press, Inc. 1975.

179

188



Krone, Paul R. Starting and Managing a Retail Flower Shop. Washington:
Small Business Administration. 1970.

Lewis, Charles A. “The Evolution of Horticultural Therapy in the United
States.” Talk presented at the Fourth Annual Conference in
Philadelphia, National Council for Therapy and Rehabilitation through
Horticulture, 19786,

Lewis, Marianne O., Editor. The Foundation Directory, Edition 7. New York:
Columbia University Prass. 1979.

Mastalerz, John W. The Greenhouse Environment. New York: John Wiley and
Sons. 1977.

Metcalf, Wendell O. Starting and Managing a Small Business of Your Own.
Washington: Small Business Administration. 1973,

Morris, John D. “A Ve:zationally Oriented Skill Training Program for the
Mentally Retarded Using Task Analysis.” Master's Thesis,

Nelson, Paul V. Greenhouse Operation and Management. Reston, Virginia:
Reston Publishing Company, 'nc. 1978,

Olson, Adele Peele. “The Development and Implementation of an Evaluated
Study of the Effect of Horticultural Therap: on Certain Physically
Disabled Patients.” Clemson University, Souin Carolina: The South
Carolina Agricultural Experiment Station. 1976.

Program Evaluation: A First Step. Chicago: Commission on Accreditation of
Rehabilitation Facilities. 1976.

Relf, Paula D. and Wm. Joseph Cummings, Ill. Aq Annotated Bibliography of
Horticultural Therapy. Mt. Vernon, Virginia: National GCouncil for
Therapy and Rehabilitation through Horticulture. 1978.

Relf, Paula Diane. “Horticulture in a Semi-Self-Supporting Training Center for
Mentally Retarded Adults.” Doctoral Dissertation. - 1976.

Richman, Charles S. Federal Grants and Financial Assistance for Rehabilits-
tion Facilities: The Funding Resource Finder. Washington: National
Association of Rehabilitation Facilities. 1977.

The Role of the Sheltered Workshop in the Rehabilitation of the Severely
Handicapped. New York: Greenieigh Associates, Inc.  1975.

Steinfeld, Edward, Project Director. Selected Bibliography on Barrier-Free
Design. Syracuse University.  1979. (Prepared for U.S. Department of
Housing and Urban Development, Office of Policy Development and
Research. Lists 126 basic references. For sale by the Supt. of
Documents, U.S. Government Printing Office.)

So. .. You Serve on a Board. 1978. (May be ordered from Voluntary Action
Center of San Gabriel Valley, P.O. Box 5282, Pasadena, California 91107,
$1.50)

-y ramded



O

ERIC

Aruitoxt provided by Eic:

“The Wheelabout Garden.” (Leaflet describes award-winning exhibit at annual
New England Flower Show. May be ordered from The National Easter
Seal Society for Crippled Children and Adults, 2023 West Ogden
Avenue, Chicago, lllinois 60612, or from NCTRH.)

Thoday, P. R., Editor. “Horticulture for the Hanidcapped" (Seminar
Proceedings). University of Bath, England: The Spastics Society, 1979.
(Distributed by The Spastics Society, Thorngrove House, Gillingham,
Dorset.)

Thoday, P. R. ““Therapy Through Horticulture.” University of Bath, England:
British Association for the Advancement of Science. 1978,

White, A. 5., Editor. Easy Path to Gardening. London: The Readers' Digest
Association in conjunction with the Disabled Living Foundation. 1972,

w130




Appendix 1

oW

\IU'I\

STAFF IN-SERVICE
TRAINING OPPORTUNITIES

. Conferences and workshops put on by

The National Ccuncii for Therapy and Rehabilitation through Horticulture
Mount Vernon, Virginia 22121

The annual Ohio State Growers Short Course, Columbus, Ohio
Seminars at local universities

- Workshops put on by local nonprofit groups serving the handicapped

Conferences and workshops put on by professional organizations and
associations. See Appendix 10.
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Appendix 2

SAMPLE JOB DESCRIPTIONS
OF
KEY PERSONNEL

JOB DESCRIPTION
TRAINING SUPERVISOR

Under the supervision of the chief execiutive, the Training Supervisor is
responsible for the effective and efficient operation of all aspects of the train-
ing program in coordination with the director of program services.

Responsibilities include:
* Supervise all training department staff: hiring, in-service training, evalua-

tions, assistance as needed.

* Curriculum development, training procedures: trainee rotation;
developmental planning; evaluation; training in skills, job responsibilities,
academics, social and recreational activities:; IPPs.
Set up and conduct work productivity time trials; establish trainee salaries
according to appropriate guidelines.
* Establish training department budget; operate within budget guidelines.

*+ Maintain liaison with parents of trainees.

* Provide crisis intervention with traineas as needed,

* Be able to drive vehicles: van, crew cab.

* Ensure that consistent high quality is maintained throughout trainir 3
program.

* Represent organization at professional training and education meetings;
keep informed of new trends and developments within the profession.

. Maintain ongoing personal and professional growth.

= Serve as member of chief executive’s management staff.

JOB DESCRIPTION
GREENHOUSE PRODUCTION MANAGER
Under the supervision of the chief executive and in coordination with the
piant marketing/sales specialist, the Greenhouse Production Manager is
responsible for the total production of plants in greenhouse training and
production areas.
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Responsibilities include:

» Coordination with marketing specialist in planning crop production.

* Purchase all stock in necessary stages of development according to plan.

* Maintain crop production schedules as established.

* Maintain quality control; control all insect and disease problems.

= Ensure that all greenhouses are maintained in clean, safe condition.

* Maintain all necessary cultural requirements of plant materials.

* Maintain continuous inventory of all plants and materials.

* Supervise greenhouse aide(s), greenhouse co-op workers, and greenhouse
trainees during production work.

* Represent organization at industry and trade meetings; keep informed of
new trends and developments within the industry.

* Establish greenhousze production budget; maintain budget guidelines.

¢ Serve as member of center director's management staff.

* Maintain ongoing personal and professional growth.

JOB DESCRIPTION
PLANT MARKETING/SALES SPECIALIST
Under the supervision of the chief executive and in coordination wiin the
greenhouse production manager, the Plant Marketing/Saies Specialist is
responsible for the successful operation of the wholesale and retail plant
business.
Responsibilities include;
* Plan sales program in coordination with greenhouse production manager.
* Successfully market ail plants and materials produced by the horticultural
center.
* |mplemen! an effective advertising program.
* Keep complete records of all sales; provide necessary billing information to
account’.ig department.
* Hire and supervise sales and delivery personnel; supervise and assist
trainees when part of sales force.
* Establish marketing/sales departmental budget: operate within budget
guidelines.
* Represent organization at industry and trade meetings; keep informed of
new trends and developments within the industry.
= Serve as member of centel director's man: gement staff.

* Maintain ongoing personal and professional growth.
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‘ JOB DESCRIPTION
GROUNDS CONTRACT MARKETING SPECIALIST
Under the supervision of the chief executive, the Grounds Contract
Marketing Specialist obtains grounds maintenance and landscaping
contracts appropriate to the training and co-np work force and of sufficient
income to meet self-earned income goals.
Responsibilities include:
Assist in setting self-earned income goals as appropriate for trainee and/or
co-0p work force.
¢ Seek out and negotiate appropriate contracts for grounds maintenanca and
lanscaping work; be knowledgeable of bidding process for various types of
contracts; make concerted effort to obtain contracts offering work for 12
months of the year.
* Be knowledgeable of capabilities of grounds workers and equipment.
* Implement effective advertising program for grounds services and to
maximize community exposure.
* Keep complete records of contracts, bid and performance bonds, etc., and
provide necessary billing information to accounting department.
* Establish grounds contract marketing budget; cperate within budget
guidelines.
= Ensure that ail contract work is performed satisfactorily; impiement evalua-
tion procedures for work performed.

* Hire and supervise contract marketing staff.

* Serve as member of center director's management staff.

* Represent organization at industry and trade meetings: keep informed of
new trends and developments within the industry.

* Maintain ongoing personal and protessional growth.

JOB DESCRIPTION
GREENHOUSE/GROUNDS CREW INSTRUCTOR
Under the supervision of the training supeivisor, the Crew Instructor is
responsible for the academic, social, recreational, and vocational training of a

crew of handicapped persons.
Responsibilities include:
* Implement individual prescriptive plan for each trainee.
* Provide vocational training in all aspects of greenhouse/grounds
maintenance skills.
* Make periodic evaluation of each trainee regarding development of skills,
behaviors, and attitude.
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* Attend weekly meeting of training department staff.

* Maintain parent contact: schedule parent conferences when necessary.
* Mairtain cleanliness of work area: enforce safety regulations.

* Drive vehicies as necessary: van, crew cab.

Be responsible for authorized purchase orders for needed supplies,

Maintain ongoing program of personal and professional growth,

JOB DESCFR.PTION
GREENHOUSE/GROUNDS CREW FOREMAN
Under the supervision of the work €o-0p supervisor, the Crew Foreman
provides supervision and work leadership for greenhouse and/or grounds
maintenance workers. :
Responsibilities inciude:

* Provide crew supervision necessary to carry out greenhouse production
schedule/grounds maintenance contracts; render guidance through active
working leadership; ensure that growing schecules/contracts are
completed.

* Maintain safety procedures as set forth in guidelines for all equipment and
work areas; periodically inspect first aid kit and fire extinguisher.

* Properly maintain and operate equipment and vehicles;, maintain
cleanliness of equipment and vehicies; notify maintenance person of
needed renairs.

* Properly store equipment and vehicles at end of waorking day.

* Record attendance of crew members.

* Supervise worker time trials; perform periodic evaluations: make work
performance evaluation reports.

* Meet with job placement specialist in consultation on workers’ competitive
job readiness,

* Attend staff meetings.

* Maintain ongoing personal and professional growth.

JOB DESCRIPTION :
GREENHOUSE AND EQUIPMENT MAINTENANCE PERSON

The Maintenance Person should be able to render the necessary all-
around maintenance required by the herticultural center. Under the super-

vision of the chief exscutive or his designee, the responsibilities include:
188
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Maintain and repair all builoings using skills in carpentry, electronics,
plumbing. etc., as necessary.

Maintain and repair all eguipment in greenhouses and/or work co-op,
including greenhouse temperature control systems, grounds equipment,
and accompanying structures such as greenhouse benches.

Maintain and repair vehicles, excluding major repairs: keep appropriate
maintenance records.

Estimate costs and procure parts and materials necessary for repair and
maintenance of buildings, equipment, and vehicles.

Participate in the remodeling of existing buildings and construction of new
projects: oversee layout and plans, estimating, materials procurement,
implementation of project. Initiate outside coniracts for large plumbing,
electrical, and heating projects.

Supervise delivery and dispensing of gasoline and oil supplies.
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Appendix 3
SOURCES FOR STAFF RECRUITMENT

1. NCTRH Job Bank
¢/o H. T. Research Projact
Burt Hall, Room 120
Kansas State University
Manhattan, Kansas 65506
{513) 532.5944
On the 15th and 30th of sach month, an updated statement of all
available jobs will be mailed to any individual or institution requesting the
listing. The charge for exch job iisting is $1.00,
2. University dapartments of horticuiture, psychology, special education, and
others whose graduates would have the necessary training. Also, the
career placement offices of these universitiss. Sae Appendix 4.

3. Career Planning and Placement Services
Stout Vocational Rehabilitation Institute
Schaol of Education
University of Wisconsin-Stout
Menomonie, Wisconsin 54751
4. The local chapter of applicabie professional associations. Sea Appendix
10.

5. The periodical of the National Association of Rehabilitation Facilities
3530 Wisconsin Avenue, Suite 955
Washington, D.C. 20015
(301) 654.5882

6. Job listings in trade magazines. See Appendix 10,

7. Internship programs in universities offering training in horticultural
therapy. See Appendix 4.
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Appendix 4

UNIVERSITIES IN THE UNITED STATES
THAT CURRENTLY HAVE
HORTICULTURAL THERAPY PROGFP.AMS
COMPILED BY THE
National Council for Therapy and Rehabilitation through Harticulture

Universities that offer a degree in Horticultural Therapy

Kansas State JUniversity
Dept. of Horticulture
Manhattan, KS 66502

Attn: Dr. Richard H. Mattson

Universities that offer an option within a degree in Horticultural Therapy

Clemson Uiiiversity
Dept. of Ho:ticulture
Clemson, 5C 29631
Attn: Dr. T. L. Senn

University of Georgia
Dept. of Horticulture
Athens, GA 30601

University of Maryland
Dept. of Horticulture
College Park, MD 20742

University of Massachusetts
Dept. of Horticulture
Ambherst, MA 01002

Michigan State Univarsity
Institute of Agricultural Technology
Dept. of Horticulture

East Lansing, MI 48823

Two year programs

Charles County Community College
Mitchell Road
Box 910

La Plata, MD 20646

193

Ohio State University
Dept. of Horticulture
Wooster, OH 44691

Texas Tech University

Dept. of Plant and Soil Science
Lubbock, TX 78409

Attn: Dr. George Tereshkovich

Virginia Polytechnic Institute
& State University

Dept. of Horticulture

Blacksburg, VA 24060

Attn: Dr. Diane Relf

{(Under development)

Meramec Community Colle ege
11333 Big Bend Boulevard
St. Louis, MO 63122
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Appendix 5

SAMPLE TIME STUDIES
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BASIC HORTICULTURE
A-1 Fill pots with soil and fill flat with pots

Conditions

Soil premixed and at potting bench

Fiat at bench (plastic - holding 20 pots)

95% accuracy — any less redone with time added
Trowel optional

b

by

rocess
Pick up pot

Fill with soil {trowel optional)

Shake off excess (4" below top of pot)
Place in flat

Repeat 20 times

oo

Maasure
Norm time: 83 sec. for 20 or 4.2 sec/pot
Prevailing Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects:

Name:

Position:

Address:

Name;

Position:

Address:

Name:

Position:

Address:
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BASIC HORTICULTURE
A-2 Moving Potted Plants

Conditions

1. Fiat at bench
2. Traines knows variety asked for and location
3. Flat is filled (and will hold only 20 pots)

Process

1. Recelve directions - plant variety and location
2. Take fiat to plants

3. Fill fiat with potted plants

4. Bring flat back to bench

Norm time: 89 sec. per 20 or 4.5 sec./pot
Prevalling Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects:

Name:
Position:
Address:

Namae:
Position:
Addrass:

Name:
Position:
Addrass:

BASIC HORTICULTURE
A-3 Potting Tips
Conditions/Materiais
1. Flat containing 20 3" pots filled with soil
2. Several plants with obviously numerous tipx (.e., Wandering .'ew) in 10"

hanging basket (H.B.) at any specified srea.

1. Select tip from plant and pinch it about 1 1/2" down
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2. Hold tip in the middle and place in pot stem down until the soil is at least
1/4” above the first node.
3. Repeat this . ".cess 2 additional times per 3" pot (total of 3 tips per 3" pot)

Measure

Norm time: 386 seconds per 20 or 19.3 sec./pot
Prevailing Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects:

Name:
Position:
Address:

Name:
Position:
Address:
Name:
Position:
Address:

BASIC HORTICULTURE
A-4 Repotting 3" — 4~ tips

Conditions

oy

Empty pots at bench (47)

Plants at bench (3" potted plants)
Premixed soil at bench

. Handtrowel optional

M

bl o

~TOCOasS

1. Put small amount of soil in bottom of 4" pot

2. Tap 3" pot on the bench and gently pull out the plant

3. Place the plant into the center of the 4" pot

4. Hold up the bottom leaves of the plant and fill the gaps around the plant
5. Brush off excess soil

6. Pinch long tips and place around the edges of the pot.

Measure

Norm time: 780 seconds per 20 pots or 39 sec/pot
Prevailing Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects: :

197 201



Name:
Position:
Address:
Name:
Position:
Address:

Name:
Position:
Address:

BASIC HORTICULTURE
A-5 Repotting to 5" baskets with tips

Conditions

1. Empty 5" hanging basket (H.B.) with hangers at the potting bench
2. 3" plants at bench

3. Premixed soil at bench

4. Mandtrowel optional

Process

Fill 5" H.B. 1/4 of the way up with soll

Tap 2 3" plants lightly on bench and remove gently from pot

Place plants side by side into 5" H.B.

Lift leaves and fill in the two gaps with soil to 1/4" beiow top of H.B.
Pinch off long tips and stick in bare spots

. Put hangers on the baskets

Hang finished basket around bench

N DR LA -

Measure
Norm time: 625 sec/10 baskets or 63 sec/basket
Prevailing Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects:

Name:

Position:

Address:

Name: g

Position: P

02

Address:

188




BASIC HORTICULTURE
A-6 Repot 8" Baskets with Tips (arranging)

Conditions

1. Empty 8" H.B. at bench with hangers
2. 3" plants at bench
3. Pramixed soil at bench

4. Handtrowsl optional

Process

. Fill 8" H.B. 1/2 way up with soil

. Tap 4 3" pots against the bench to loosen and gently pull from the pots
Arrange the 4 plants around the H.B,

. Fill in the gaps around the plants with soil being careful not to bury the
leaves of the plants

Brush off excess soil

Pinch long tips and place them in bare spots

. Put hangers on the baskets

Hang around bench

PO~

©® oo

Norm time: 458 seconds/5 baskets or 92 seconds/basket
Prevailing Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects:

Name:
Position:
Address:

Name:
Position:
Address;
Name:
Position:
Address:

203

198 "
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BASIC HORTICULTURE
A-6 Repot 8" Baskets with Tips (arranging)

Conditions

1. Empty 8" H.B. at bench with hangers
2. 3" plants at bench
3. Pramixed soil at bench

4. Handtrowsl optional

Process

. Fill 8" H.B. 1/2 way up with soil

. Tap 4 3" pots against the bench to loosen and gently pull from the pots
Arrange the 4 plants around the H.B,

. Fill in the gaps around the plants with soil being careful not to bury the
leaves of the plants

Brush off excess soil

Pinch long tips and place them in bare spots

. Put hangers on the baskets

Hang around bench

PO~

©® oo

Norm time: 458 seconds/5 baskets or 92 seconds/basket
Prevailing Wage: $4.18/hr. Commensurate: % of $4.18
Norm Subjects:

Name:
Position:
Address:

Name:
Position:
Address;
Name:
Position:
Address:

203

198 "

ERIC
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Appendix 6

MELWOOD
- PREVOCATIONAL EVALUATION FORM

The Melwood Prevocational Evaluation Form is composed of five parts.

1. The Evaluation Form indicates points of strengths and weaknesses during
- . evaluation. :

2. The points of failure are recorded on the Priority Behavioral List which lists

the behaviors to be worked on.
. The IPP is the plan for working on each individual behavior.
. The Contract, signed by both trainee and instructor, is a business-like
. agreement which makes clear the goal to be reached and the reward which
.- provides additional incentive. -

5. The Behavior Graph charts the daily performance of the trainee and shows
when the specific IPP goal has been reached.

&

MELWOOD PREVOCATIONAL EVALUATION FORM

TRAINEE: , i , o
DATES: — —_ - _ _
INSTRUCTOR: _____

. DIRECTIONS: ,

- Each question is to be marked either yés, no or not applicable, based on direct
" observation .of the trainee in an actual work setting. ‘A positive answer
»'represents at least three successful demonstrations of that behavior. A
negative answer represents one or more unsuccessful demonstrations of that

o-be observed with this particular trainee.
RESULTS: |

“TOTAL POINTS: — ) —e — . —
o (initial) (6 months) (1 year) (18 months)

(2vears) (30 months) (3 years)

RN L . COMPETITIVE
DAY CARE | SHELTERED | BORDERLINE | EMPLOYMENT
261-415 416467 - 488520

avior. An answer of “not applicable” means that the behavior was unable o



MELWOOD PREVOCATIONAL EVALUATION FORM

Yoes No NIA
1 Absentesism (x 3.1)

(-f ) ¢ ) (" ) 1A Did the trainee attend all or all but one day this
month. (9) '

(V) () () 1B Didthe trainee call the bus driver early or notify A
the office the day before the absence. (6) =
6

) { ) ( ) 1-C Didthe trainee give a justifiable reason for his/ .
her absence; e.g., illness, appointment, etc. (8) _

(Y) () () 1D Was the trainee either late at the bus stop or ~
late arriving at Melwood Farm more than once. 3
o2

3 —

Subtotal 24

2 Communication decoding (x 1)

(V) ( ) ( ) 2A Did the trainee complete a one task verbal P
) direction. (8) . —_—
(V) () () 2B Did the trainee complete a two task verbal
direction. (6) —_—
( ) () ( ) 2C Did the trainee complete a three task verbal _

_ direction. (6)
{ ) (x) ( ) 2D Did the trainee complete a four task verbal
direction. (8) ’ ‘
( ) (X) ( ) 2ZE Did the trainee complete a one task written
direction. (3) _ :
( ) (») ( )} 2F Did the trainee complete a two task written
direction. (3) . .
( ) (&) ( ) 2G Did the trainee complete a three task written
direction. (3) .
(&) ( ) 2H Did the trainee complete a four task written
direction. (3)
( ) {x) ( ) 24 Can the trainee model a singular motion
) activity — 5 demo. (9)
( ) (X£) ( ) 2d Can the trainee model a twe motion activity. (9)
{v’) ( ) ( ) 2K Can the trainee mode! a thres motion activity.
9
( ) (R) ( ) 2L Canthe trainee model a four motion activity. (9)
( ) (%) ( ) 2M Can the trainee read all the information signs
around the Farm. (3)

-
o

Subtotai

215
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Yas
(¢)

(v)
()
()
(v)
(v)

(v)

(%)
(%)
(%)
(x)

(%)

(x)

(=)

(=)

task sctlvny whlch he has perfﬂrmad (1& day
fater). (1)

3B Can the trainee relate the description of a two
task activity which he has parformed. (1)

3C Can the trainee reiate the description of a three
task activity which he has performed. (1)

3D Can the trainee relate the description of a four
task activity which he has performed. (§)]

3E Can the trainee communicate 3o that he can be
understood. (3)

3F Is there any manner in which the trainee
communicates that Is annoying or distracting.
(] .

3G Does the trainee respond In yes and no
answers. (1)

Subtotal
4 Motlvation (x 2.9)

© AA Dld the trainaﬂ ::nme dirac:tly to lnsimctar and

cnmplaia Inl_tlal work. (B)

Did the trainee agree to work an additionai ten

‘minutes into a break period. (2)

Did the trainee ask if he/she was doing the taak

corractly. (4) :

4D Does the trainee move in the dlreeilt;ﬁ of the
assignment immediateiy after it is given. (6)

4-E Does the trainee refrain from making gestures,
iooks or words which indicate ms ﬁlspleasure
with the asaignment. (8) -

o
[r]

‘E

Subtotal
5 Initiative (x 12.3)

5-A Did the trainee begin another task without bglng '
toid upen finishing his first asalgnmem. (3)

5B Did the trainee suggest a job which needed to
be done when assignments were glven out. (1)

5C Does the traines begin a routine moming

assignment wlthoui being ialﬂ ta bagln (2)

4-F Did the trainee voiunteer to do a difficuit j_'aﬁ, @ -

 Subtotal - _e2




MELWOOD PREVOCATIONAL EVALUATION FORM
‘Yes No NIA
’ 6 Impulsiveness (x 3.8)

( ) (%) ( ) &A Did the traines begin a task before complete
directions were given. (6)

_é
( ) (X)) ( ) &B Does the trainee ask about the occurrence of
same event or his participation in it more than ;
once. (4) .
A«

(¥) () () &C Does the trainee initiate an unwarranted activity
without prior direction, 6)

v ) { ) () &D Does the trainee react in any way other than»
asking for assistance in a difficult job. (4)

Subtotal
» 7 Judgment (x 6.2) ) »
"4 ) (X) () 7-A Canthe trainee make a decision when at least
; two options are presented on the job. @)

( Y (%) ( ) 7B Canthe traines make correct judgments abaul:
an aspect of his assignmaent; e.g., which tool to
use, sufficient water in a pot. @

( ) (R) ( ) 7C Doesthe trainee organize a three or more step
sssignment (L))

Subtotal
8 Naed for Supervision (x 2)

(€) ( ) ( ) 8A Willthetrainee stay in the assigned area for the
duration of the task: withaut 5upewisgr present. ?
(9) 4 —L
(v) ( ) () 8B Will the lfsinaa gtay wurklng at the assigned 7
: task whi!e lhe supervisor is not presem @) L

':(' v“' ) )i ( ) E—G Does tha trainea ask to goto an area mher than . T
i - the assigned one. (3) _ 53 2

FJ ) {(R) () 8D Does the trainee go directly to and frem the

i assiuned arrand (9) . —_ .
() (X) ( ) BE Does the trainee react in.a negaﬂve way to
presence of guparvisnr (stop work, becéme é

nervous, quastion presem:é) (E) e _

() (X) (. ) BF Does the trainee ask for assnstaﬁce once
' “he/she has demonstrated success in doing
task. )

e - B Subtotal

ERIC
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Yoz

()
()
()
(7)

(¥)

o~ — o —

(%)

(x)

(X)

(x)

N/A

— "~

T gt et gt

9 Punctuality (x 1.6)

8-A Is the trainee on time for the erew muster, {9)
9B 1Is the trainee on time aftet lunch. (D
9-C Is the trainee on time after break period. 9)

9-D Is the trainee back from a special break within
the given time period. (6)

9-E Does the trainee return from the restroom within
five minutes. (6) )

9-F Does the trainee move directly to the task after
directions are given. (9)

Subtotal

10 Pressure Tolerance (x 3.6)

10-A Does the trainee make any gestures, words or
looks that indicate displeasure when given
criticism. (9)

10-8 Does the trainee attempt to follow the directive
from the criticism. (6)

10-C Gan the tralnge fallaw thraugh with a saries af

wiihﬂut showing relicance nr rafusal ‘to
continue working. (6)

Subtotal
11 Durability (x 1.0
11-A Can the trainee work at a job at B0% proudction
rate for a complete day. (9)
11-B Can the trainee work at a job at 80% production
rate for a complete week. (9)

11-C Can the trainee stay at an assigned task for at
least one-half day's duration. (9)

11D Is the Iraihéé"s pfaductlon rate -within 5%

11-E Daea the Irainee rafuse to do ar cnmplain when -

placed ina physically demanding work area. (6)

11-F. Does the trainee show signs of fatigua u:luring .

the uay ©)

- Subtotal
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S

(¥)

)

L)

()

T4}

()

(v)

(V)

(v)

()

(Y

No
()
( )
( )

(x)

(%)

()
(%)

(%)

(%)

(%)

N/A
)
()
()
()
()
()
)
()
()
)
()
()
()
()
()
()
(.)

MELWOOD PREVOCATIONAL EVALUATION FQHM

12 Travel {(x6.2)

12-A Can the trainee find his way to a particular
location on the ann 3)

12-B Can the tralnea walk in between the benches
wilhﬂut injuring himsalf. (3)

12.C Can the trainee get on and off a truck, trai:mr,

. stoal, etc. (2) .

12-D Can the trainee go to and from a location within
a certain time period. (3)

12-E Does the trainee have any nntii:aable physical
dlssbillty in walking. (1)

] Subtotal
13 Emotional Stability (x 1.4)
13-A Does the trainee talk to himself. (6)
13-B Does the trainee carry his head in a distracting
way. (6)
13-C Does the trainee rock, twirl his fingers, fling his

arms or exhibit any other bodily movement
‘which is distracting or annoying. (6)

13-D Does the trainee make any distracting facial

- axpressions, whether in conversation or obsarv-

ed from a distance. (6)

13-E Does the trainee i:arnplain about ilinessess,
self-inadequacies. (6)

13-F Does the trainee look at the person he is
addressing. (6)

13-G Does the trainee show extreme concern for
cleanliness. (6)

13-H Does the trainee tell stories which are not true.
(€) :

13- Does the trainee stare into space fora period of
one minute or more in solitary work set. (E)

Subtotal

14 Quality (x 3.1)

14-A Can the trainee perform an assigned task with
specified standards 90% — 60% — 30% or less
of the time. (9)

14-B Can the trainee pick out all work, either his own
or his peers, which does not mest quality
standards. (9)

14-C Did the trainee improve quality with repetition
(one week later on same task). (6)

Subtotal
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You
()
()
()
()
()
(v)
()
()
()
()
()
(v)
LY
Bta)

SN

MELWOOD PREVOCATIONAL EVALUATION FORM
No NIA ’
15 Productivity (x 1.7)
(%) ( ) 15A Can tha trainee work at 80% or benar 60% or

bellar 30% or beuer of the Inatructar’s work
output in a cv;eparativa aetting. (9)

(x) ( ) 15B Can the trainee wnrk at ED"/. ar better, 60% or
better, 30% or better of the instructor's work
output in a solitary work semng L)

() ( ) 15C Can the trainee Work at 80% or bauar 80% or
better, 30% or better of the instructor's work
output ina’ parallal work sefting. (9)

{(x) ( ) 15D Did the trainse lmpmva his speed with repeti-
tion (one week later on same ‘task). (6)

(X) () 15E Did the trainee work within 5% the productivity
rate measured on a jab he liked vsrsus one he
does not like. (3)

{ ) ( } 15F Does the trainee have any non-productive

behavior that interferes with consistency of his
work (10 minute observation). (9)

Subtotal

16 Integrity (x 5)

{ ) { ) 16A Can the trainee handle others' money without .

stealing. (9)

() { ) 186B Doesthetraines report lrulhfully ab@ul the work
he has dane (6)

Subtotal

17 Physical Appearancs (x 2.9)
) 17-A Does the trainee have a body odor. (4)

() {

(%) () 17-B Does the trainee have noticeable bad breath, .
(%) { ) 17:C Is the traines fty in the morning (nands. hsir ’
: ) ﬂngernslls,f : _

( ) () 17D Arethe lral.
t ) ()
¢y () rain ?Iéihéé e[eéﬁ. @
:'trainee wear his" clothes praparly'

shaes' iled shlrl in. pants bucklgd stc((tl




i!ELWDBD PREVOCATIONAL EVALUATION FORM

Yes - No

() (X)
( )(%)
) k)

() (%)

() ()
() ()
(5 ()
A(ﬂ'( )

V) ()
€ )(x)

N/A

(

(

(

-,

(

)

)

18 Regard for Equipment (x 3.5)
18-A Does the trainee: n;plnﬁa the equipment In its
) isalgned plaea at tha end of the work dly. (E)

18-8. Does the tmlnaa use the taul In tha way hslsha
i directed to. (4)

18-C Does ths tralnee clean up his/her wark area at
the end af the wurk day 8

18-D Does the tralnaa set his equipment aside while -

working so that It is not easily damayad or jost.
4)

Y Subtotal

19 Social Acceptabllity (x 4.7)
19-A Doas the: trainee carry on a conversation with
his peer when working side by side. (2) =

19-B Does the traines taik and/or sit with another
trainee at junch. @

19-C Can the trnlnsa work in a :ﬁaparatlva work
setting without arguing, etc. 3 .

19-D Does the trainee carry on any. ;anvars:tlun with
a member of the ‘opposite sex in a
parallallmparmlva work setting. @

.1§E Does the frainee glve and return greetings. (2)

125 Has the trainee Ineltsd any ‘fights over the
evaluation period. (3) -

19-G Does the tr,'alna'a intarrupt conversations. (2)
_ _ Subtotal
20 Satety uma-an-; (x 2.8)

20A Does tha tralnaa set a;lda tagla 80 that they are
not danﬁaroua (1))

20-8 Does the'trainee engage In any horseplay while
iruund : ment. (9)

! ) state: the pcgalbla aangera of
uaﬁalﬁ equlpmam u _ _ltuatlgna (3) )
20-D Buas the trainee waar proper saiaty aﬁulpmsm
(+hoes, Eﬁat, hat). 8 - -

._Stibti;tal 2 '




MELWOOD PREVOCATIONAL EVALUATION FORM

Yes No N/A

21 Reactions to Change (x 6.2)

(V) () ( ) 21A Did the trainee react negatively to at least five
job changes during a single day (refusal, slow-

down, confusion). (6) —_
WY )y () 218 Did the trainee react negatively to an un-
pleasant job (refusal, reluctance, complaints, —
slow-down). (6) —_—
Subtotal _ O
22 Distractability (x 3.1)
( ) (®) ( ) 22-A Does the trainee continue working (productivity -
80%) in a high traffic area. (6) —
) (%) () 22B Does the trainee go directly back to work after
being interrupted. (9) -
() () () 22C Does the trainee complete his task before quit- _
ting or moving to a new task. (9) e
Subtotat _©__
23 Memory (x 9.3)
() (%) () 23A Did the trainee remember to do an assigned :
, task one-half day later. (3) =
() (%) () 23B Did the trainee recal-what tools are needed for
a specific job. (2) S —

{ ) (%) ( ) 23C Did the trainee ramembé; the time for an
appointment. (3) i

Subtotal

ERIC
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TRAINEE:

* PRIORITY BEHAVIORAL LIST
(Long Range Behaviorai Plan)

Sequan:a O.AM.

Number Number Start — ansh . Behavior Points

2c
20
2E
2-F
2.G
2-H
24
2-)
2L
2M

3F
4-A
4-B

4C
4D

4-E

4F

5A
5B
5C

6C
T-A
7B
7C
&D

9-A
9-F

complete a thraa task vabal dlrectlan
complete a four task verbal direction
campléte a ona task writtan dirat:li«:n

maﬂal a slngu!ar motion sctivlty
model a two motion activity
model a four motion activity
read all the information signs

communicates that is annoying or
distracting

ask for a new assignment

work an additional ten minutes

ask If he was doing the task correctly
move in the direction of the assignment
immediately

refrain from making gealuras looks, or
words with the assignment

volunteer to do a difficult job

‘bagin another task without being told
suggest a job which needad to be done
begin a routine morning assignment

inma'_t,e an unwarranted activity

make ' a decision when at least two
optlons are presented

make correct judgments about an aspect
of his asslgnmem .

arganiza athree or more step ssglgnment

go dlre:tly lg and frurn the assigned
arrsnd . .
on time for the crew muster N S
move ﬂlracsly to the task after directlan; E
are given

n
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TRAINEE:

PRIORITY BEHAVIORAL LIST
(Lnng Haﬂgg Behavioral Plan)

Numba,r

Sequence O.R.M.

Number

Dates
Start — Finish

Bahaviar

Pnims

1D=A

11-D
11-E
11-F

12D
13A
130
13-E
A3
14-A
14-B
15-A
158
15C

15-D

make any gésiuras, words. or looks that

indicate displeasure when given criticism
aﬂémpt to follow the directive fn:m the
criticism

follow through with a series of directions
without showing reticence or refusal

work at a job 80% production rate for a
complete day

work at a job B0% production rate for a
camplgta waak

praductlan rate within 5% points from
morning to afternoon

refuse to do or complain when placed in
a physically demanﬂiﬁg work area

show signs of fatigue

go to and from a location within a certain
tlrﬁe period

talk to himsaelf

make any distracting facial expressions
complain about ilinessess, self-
inadequacies )

stare_into space for a period of one
minute

perform an assigned task with sgaciﬂed
standards 90% of the time

pick out ‘all work which does not meet -

quality standards

work B0% or batier of the instructor's
work output in a ecoperative sefting
work 80% or beiter of the instructor's
work output in a solitary work salting

work 80% or better of the inslructors

work output in a paraliel wark setting
improve his épeed’ with repetition

work within 5% the productivity rate
measured on a job he liked versus one he
doas nm like




PRIBHITY BEHAVIGRAL LIST
(Lung Hangﬁ Bahavlﬂral Plan)

TFIAINEE —
" Sequence O.RM. Dates , _
Number Number Start — Finish Behavior : Points
1&F have any Annnﬁ:mduétlve behavior
16-B répcﬂ truthfully abnut the work he has
done )
18-A replace the equlpmant in its assigned
' place
188 ) . use tool in the way he is directed
18-C clean up his work area at the end of the
. work day :
18-D _set his equipment aside whila warklng 80
it is not easily damaged or lost
19-G lr{ntgr;upt;gnvsrsgtlﬂn
20-A set aside tools so they are not dangerous
208 engage in any horseplay :
20C ‘state the possible dangers of caﬁsln
_aquipment ]
21-A " react negativaly to at least five job ’
~ changes '
21-B o react negatlvely fo an unplaasant job
22-A L e coﬂtlnue wurklng ln a hlgh trsmf. area’ _
228 “go dira::tly bat;k to wurk after bsing Inter—
) » rupted "~
2 ) -complate . iﬂs -task befara quntlng or
‘ ! mnvlng to'a new task
. 23A ;remambsr 15 do an asglgned tsslt one-
R ~ haif day later
- 238 " recall : ‘what taals are naeded for a
- ] ’ apaclfis jub .
23C L remembgr the time for an appulﬁimant

ERIC
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DAILY GRAPHING OF BEHAVIOR PERFORMANCE

whez.

” "10h W? 10h 0k h& A wé_# wh uyéfn 4 lﬂé,lﬂé ol 1ol ﬂéimé E/’! oy "-‘é ,'Eéi

5 - -
1 8 ~ - X _
L - o o f = o
- -

t:"', Es-;hng; « P - Program hmtﬁd o .

f—.‘ Trainee: ____ - Dates: _____ to __ Behavior:

ke 218
o Trials: Number of trials observed daily. 7
. Bansline: Records the obsarved behavior performance before training program is initiated. Dark line shows number of
trials (bshavior performances) obasrved. Dotted line shows successful completions according to pre-established
standards. ‘ '
Program implemonted: Records number of trials observed (dark line) and number of triais completed (dotted line) after
training program has been implementad. Once the two lines become joined for a pre-established period of time, it denotes
S successful parformance.

ERIC
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EXAMPLE
INDIVIDUAL PRESCRIPTIVE PROGRAM

Instructor ___ . — . - Date _ —

Month:
Traines:

Goal and Goal Number:
11-A — Work at 80% production rate for a comiplete day.

“pscedure:

1 - Instructor will monitor rates of production in pot assemblage, filling,
washing, transplating, taking and placing cuttings, soil mixing and
preparation, at least three times a day, twice in the morning and once in
the atterr.oon.

2 - Instructor will assign tasks of a comparative nature.

Objactives:

1 - Trainee will perform assigned tasks such as pot washing, filling, assem-
bling, transplating, taking and placing cuttings, soil preparation and mix-
ing, etc. at least three times each day, twice in the mor: ‘ng and once in the
afternoon.

2 - Trainee must produce at least 80% of her initial rate (1st in a.m.) later in
the morning and in the afternoon. 100% or more constitutes two checks;
and less than 80% constitutes an “X".

3 - Fifteen conzecutive days of successful achievement of 80% production
rate or better for a day.

Reward/Cost Response:
potted plant of choice
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CONTRACT

{(/WE), _ _ I _ . ,HEREBY DECLARE

THAT(/WE)WILL ____ -

THIS JOB WILL BE CONSIDERED SUCCESSFUL _ . _ -

Trainee

- FOR THE SUCCESSFUL COMPLETION OF THE ABOVE JOB YOU MAY

Date signed - -

Date completed _____ - . .
. Instructar
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Appendix 7

Clinton County Chapter
New York Association for Retarded Citizens

GREENHOUSE TASK ANALYSIS
INDIVIDUAL TRAINING PROGRAM

ARC Horticulture Program
GREENHOUSE

Client Trainee " Client Number
Training Area: - i _ ) . .
Task: _ _ _ . _ o -

Objective: __ . _ ,, -

Teaching Method: I i — — —

Materials: ___ — _ _ _
Teacher: _ _ _ Mastery Criteria: ______ — .
How Data Is To Be Collected: ___ — — -

Date Training Is Begun: _ _ o _ o _ .
Date Completed: — _ - _ _
When Scheduled: _ _ . -

COMMENTS:




Worticulturs Skl Task = Witaring Banchos Total na. of subsstopt = 10

o J R P
Tow Fall 1= Vertal Holp
¢ = Demonirition
Toak Analysla § Dats Shoel 1 = Physlcal wip
4 = Net compieied _
1 il waterng can of pull with watr  TTITTITT T
LW vtlng - Wpulymuesrigwate [ ([ 1] T
‘1 ganjur = mtmmﬂmmwm - TTTTTTTT
4, stor with fst contaowt n st row T
imfhwmmmmmm TTrTTTTT T
l.lldrylmghufulnfm ] 1T
7. ropeatuni ol 6 aturled, watwr crains fom won 111111
& ropeststopn 4,7 unll o i completed I TTTTT
imllmﬂchmuntlihbmgnmlhmmﬂ ] SERERREREEEE
O ndlupmeetoogaigst [T
1 TTTTTTTT
11 y —_ - = s S e g s Sopemte o= =5

Daoahe: T 0§

L]
1.

L
b
W
-]
pl-3

il '__ "_ o e 2 o - - —+
_15; ‘_- = e e T — - B ALl
1& i '- | - ——- S—— o — = S e S S N . - i
T ____“ ,___ _ __ _ —— ] o S N I =L
_ - 00
__éh%- 1 _




Hortlulture Sty Task = Watwing Hanging Buskets Tota e, o subeatopg = 11

T hwA - Moty — _
T Fal T = Vbl el TITTTTTTTT |
2 = Demonsiration
Tosk Analyals & Data Sheat 3 = Physical halp
4 — Nol complsiad - ' | v =) ||
T L A — TTTT

Dot P
| -

'lllfiﬂllmng ""Elllh?maurlngﬁmm = T — N ____ ___
'3 phlonjur- ~ 01 tbop. totlem per gaion. T : _ |

immhmgmgm1mm } ) _'"“__ _‘-_‘ | -“—_ -_ ___
imwuulmammnmm-tmm ] T —t=t

LT | T TITTT T '
T Upbaskettodmin T — _ T
&linﬁwilsmaut!mmﬂﬂmmiahlmls87 - BBl 1T T T
B nplaco baskt on hook T TTTTT

10, Tollow trough stops 510 for wach bagkel unm Hnlshad - T

11 rwtumllmulnmnaﬂriginllaput ] ] _ _ I




Totalno. of sub-sieps ~ 24

Wortieuiture Skills Task = Soll Mixing
Trine _______ PassA = No Hilp
Tralowr _______ —  Fail 1 = Varbal Help [
2 = Damonstration -
Task Analysls & Data Sheat 3 = Physical help

4 = Not complated

D tewy Y

1.
.

T

B

=]
L
W
p .
13
LE
115
¥ M

1 plek up ;hgiali;;uﬁab

L open plilmﬁﬂﬁﬂﬂtllnif_ '

3 placa | maaauring buckel nm Io pga! mﬁas ooty

1 fill bucm wltﬁ phi r‘maa

5 impiy paat mau ifto whasl bml

& NpAR: £lepy 1: 2 3 i Eﬁﬂhﬂmfcuml

7 clasu paat moss ¢ ﬁamalnar

& slm mmlculila cnnmnlr

0. pu nﬂavullmmuﬂng bu:kal dnwn&aui ol the way

10, open lme baglcontalngr

. dipout 2 tlhlupaann lime.

12, pour llma Into wheelbamow

13 clos Imecontainer )

W, opan SUpéphosphate e——

15 dlp um 5 tmpm aumhmphim

18, pair suparphauphala into whﬁlblrrﬁw i}

I a:luu ;upcrphn;phm mnl!lnar

1, open patualum nltmll eanlilmr

|18, dip out 14 tesspoons potessium Airate _ N

ED clm pﬂlmium nltmi ﬁﬂnhlns

a un mu :nddumpb-mma lmhulbum

?Eé.riplllﬂﬂtlllﬂlllﬂﬂl ml:uﬂ — 4.4_.1

M. fil maasuring buckel with water % ur;a_a )

a amply witer Ifto whaalblm

ar:mmepm 2.3

* Amount of water ﬂipmdm gride‘ af aalllngmdlsnta, pnt mass 1nd varmlzullta
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Task = Sowing Seeds - 2% Poty

Total ne. of subbstaps = 11

Tralowe Paas A = No Hep _
Tw Fall 1 = Verbal Hop )
2 = Damonsiration E
Task Ansiyl & Dets S 3 = Phycal bl i L
4 = Not complaled al- BRI
G g0t 1o i with ol - ] ' ]
2 ip pot on lable T | ]
3 pack down uqmry wilhsol fiming tool ) ] 10
, 4 make 1our shalow hoies neat 84ch cone o the Wl B il
i ﬂlmanlundlnmhhuh
] camaﬂh pait mas; Ao mnrn than %" )
I ]
& wre plant name on labal lig B - ]
9, wiite lﬂmalm libdlteg | ] ]
1ﬂ, wilfe dman I;bal llg ) o . - _
T cenwokam - ]
o T IREN
n_ - il
" _ i
n N j j
L _
T — - ENNN




Horticulture Skiilg Task = Tranapianting: Markei Packs Total e, of sub-steps < 18

L Fosi A = No Moly | e

T o Rl 1= VetwHep '

‘ 2 = Demonstration

Taok Anolyais & Data Shat 3 = Physical halp
&ummpmu' dh

1m|mmmmmmmpnlﬁm - 7T ' LT

2 had markat pack in two hands — upanmmm D JHERNE 110
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b
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J M.
A 95,
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3 gk ol gty vitol g 10
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11 s onibeig T
Mowteowontaig T
X 11 LILTTT

[omvtey —— I UTTHOTIITT

- _ ____ . ] . ﬁ;ﬁ r'-’; _ |
R0 LT




e A=

Tisk = Cutting: Loat Bug

Tow ____ Ful 1 = Vorhl ol TTTTT _
| 1—"#' . gfiﬁi‘iiﬂ kl6la g

tmmummmmmmmm:m | _ i 2552259
2 11 inariode 10 Y ingh from e B ]
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Horticulture Skills Tak = Sowing Seads: Market Pack Telal no. of subylops ~ 14

T Piss A = NoHelp ] o
Tl 1 = Verhelep '
2 = Dmonitration

Toak Analyns § Dota Sheat 3 - Physical help

4 = Not compivied .

1, maketpack wit sl o op ot im HERIRRRREERE

[l

o] b

2.llaldmifhllplﬂlﬂm.ihlrﬂl tlpqnwartluﬂm ) i i ]
~ & pack ol Ighly i s fming o _  HLHETTTT 1
4, make two ows — iongth o market pack | i
5. wih gt = male 3 oy spaed, shlllnwhaiﬁln mrw ] ] ]
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1. ghly covr 398 w0 (0 e tan el _ i
[ ropeat siopu 8.4 7 unil row s complete I
) 0010 2 row, ropent alepa 58 7 unll row I;:ummm_ _ -
|10 cowr ol utscowinpest mons B )
T wteitaonibeig N
L witodateonlibaltyg ] ) ) _
(13wt pan e on e g -
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mw _

ol
-
|

m - | T
12 ] - | |

fa - T ]

| — ST
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Morbcutr i Tosk = Cting: Lol Pei

Traing

Total o, of subataps = 11
L LB T
e Pl 1 = Vi
2 = Dwmonsiration
T8k Analyals b Dets Shast 3 = Pyl heip
4 = Nol completed 10T
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Trlee

Task = Pripecing Flata

Pasg A = No beis

Total no. of subteps = 11

Trainwe —_— Fall 1 = Verbal Halp |
2 = Demonstration E
Tesk Aoy A Dyta Bt 3 = Physical haip LU T
| § = Not comphied BTN [¥|a|8 - #l8 8 ) aldilv 4l
1. g clolin Wooden box - " 11 REERREE
| Lpmeonwokbweh ] )
llmﬂmhmmmimmwm ) ] i
& filbox with b0l = 1" spacaattop } |
&mmwm:uhmm ) )
Liminliwihiogd o
7mmmmmmmm - ]
memﬂgmmﬂmﬂ - ] ]
L8 prosa ool with tool = making straght row B )
| mmmnmmrymmmm _ ] i
1. mmmmmmm -
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Worticutture Skdila Task = Cutting: Stom Tio/ $tam Section Total no. of subteps = 14

Tainee Pasi A = No Help

Traine __ e Fall 1= Vartal Help E B
2 = Demonstration " !
Task Analysls & Data Shest 3 = Physical halp ¥ IR
4 = Net compated MR N R T
1. ilnd dlm:ﬂan al graﬂrth (rrlusl ﬂa! pllnt upnidn down) - IRE
2 count 3 nodes Irom growing lp T 11
3. mpirale baiow imrdnéi:(plncnmm) o ]
4. romove beaves from third oy __rThaTTT JEE
Hlpupﬁl:uﬂlnglnmﬂnghwm _ UTTITT 11T
8. push fge In beginning of fitet row S JRERI 11T
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 Horticulturs Sidly Task = Sowing Seeds: Flats

"‘Tfi!nai._ .
C T _____

Pais A = N Help

Fall 1 = Verbal Halp
2 = Demanstration
§ = Physical halp
4 = Not mmplmﬂ

Tok o e St

Totalna. ¢f subateps ~ §

Chae: BT |

b 1 U
12
T3
..,
g ="
L

i . pick up mﬂllnﬂs b;twﬁn lnﬂﬁ flngnra thumb

|
| Edrnpmmluﬂm TOW = 54848 tauching, ot on lup m ach ot 1]

& g0 Moga 183 uni firowishooed o |
A, repeat ateps 1,24 2 il ) Smw;m:émplatad L ) ]
3. cover antlre soll urtace Wit peat mosa ~ o mar the W 11T
& wite by cn el lag ] T ] |
7. wrleplant vamg on el teg T
| Bwledusonimig T
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HELWOOD GCGUFATIDNAL SEQUENEE LoG

— Craw:

Trainee: —

__GROWING

- _Instructor; .

B TEST } ]
Sequence | Objective | Dates _Seores _ Abbreviated Ehjictlv- Instructional Dates|  °.
Number | Number_ _Pre | Post _ ) Eiﬂln “Flnish - |-+
) Take cu -lm clippivs —
LA. - lugmu stom al m
Make sure bods will not be injurad
LB, = =1 balors m:':mg cul, .
1.C. < sto & ot Cousiet, " s
1.0, — — Parform tasks in proper saquenca
N B " Same 15 abowe, ony T
. | port — unkock satty ey
pars
A, Maks hanging baskets — locals
LB _ Cul caeen open with knife, cut
me. (e SESaE ot kg
ne.. - Remove a pol and hangers from
HL.p. — LUnwind wire from around hangars
NLE. ?-ﬁudwmm-:n
)} - Push wires m’r " sach hole "
IL.F — g: mmﬁmmg
down,
TLH. - Stack pots on chan banch,
M.l = — Porform tasks in proper saquence.
VA, Disinfect oid pols — W tub with
VA L Dk pot2
i _ - Add ons cup of clorex of % cup of
v.B Rrsty cup o % cup




MELWOOD OCCUPATIONAL SEQUENCE LOG
__GROWING _ ——. Instructor:

Objective . | Dates _

Abbreviated Objective | Instructional Dates
Number ‘

o Begin | Finish

) - — | Wash pols oui by rinsing an
v.C. = | brushing ﬂ:}‘:‘ 'b'nnm oo

vV.D - ﬁ“mw msws‘a:m
- — mﬁﬁn mmn%g;

VA. — GinaefCling benches ~ swesp okd )
N v:a, ; : i Rinse mniwnn wilsr, ) 7 )
a ~ 7 o ) ) x|
ve. — - Splash chorct on wat bench,
7 1 v.D, ; ] fend ?s?m?" B;neh Kghtly wn;:
V.E. :: — fRinse b-ncn with w;m from hase.
) V.F. i: - Partorm Bii; in m Hquence. )
) VIA. ; 77 — ;l.%“&ia ﬂn;rlnn Iun of Fr;mn ]
7 : VI; ‘ — Bring perite from barn, )

llmurl E\'g ths. ul dolomite into

n. _— — unmgalh—mmm:nmm
viD. ; ’ l-lpnnmhfm

VILE. — — Cut open bag of Pro-mix with knife.

VLF. — — Emply bag onfo banch,

— Sprinkie dokomiie o 1o of Pro-mix

— Mix 30i by moving dirt across banch

231
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Aruitoxt provided by Eic:



MELWOOD OCCUPATIONAL SEQUENCE LOG

__GROWING Instructor; _____

Abbreviated Objective

Perionm Lisks in proOper Saquence.

?ﬁkcuﬂnﬂsﬁﬂﬂmhiﬁm

Brish off excess soil with hand,

ﬁrﬂm Outings o be siuck proper-

s in soll S0 Inat cutiing
Sm th stem unbroken.

instruetional Dates |

Pot rooled cu wsm eut-
tings from flal by running fingers
underneath cutting.

Em pm with Sppropriate amount of

Fh:l:umngssnlﬂnarlspim
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MELWOOD OCCUPATIONAL SEQUENCE LOG

" Objective
_Number

GROWING _ — Instructor;

Abhri\i[itad Objective

IX.0.

Cover ool syshm with sﬁl ml
) mlnng'st-npaslprmﬂapmn

Sattls it in n pot by g Lappir
IX.F. - 2o on Seneh, ntly tpping
1X.G —=1 Perlorm Ligks in proper saquence.

Repot  eslablished plams ful
phﬂlumﬁlﬂuwnanahpmmm

Hamnhmﬁunuﬂpﬂbﬂﬂ!ﬁﬂﬂ
gﬁmammmmm 1 in-

Pot plant ysing same procedure as
with rooted cultings.

Parform 1asks in proper sequence.
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: Tr;lnn:

HEL?IQQD QCGUPATIDHAL'SEQUEHGE LoG

Elqumcl

l@ymhﬁ B

Qh]ll:llil
Number

LA,

Firﬂliz:pﬂm chack afl for
ﬂmlwmmgﬁq

EL?" m"?éf‘a'w""“‘.m‘ o vaw

nmmmdh’ﬂﬂnﬂn
inﬂ:ﬁﬁhr

mmw m i"

corrsct l-lﬂli'lﬂ after ilf ll
ﬂli‘lﬂhﬂ ]




E LOG

OCCUP

QUENC

ATIONAL SE

idunilty amound of frizer by biue

_.ﬁ F ,, ,

sle38 Vi | |

PlE , |

= .
ERENE-AE- SRR AN-EE RN R

Q
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| OCCUPATIONAL SEQUENCE LOG

Inimﬂlongu}!ln

_Begin.

Finish

A — - Asfurning plams — 4°': keats
1i.B.b. — - =|  Take remaining plants oul of fiat,

HLA.c.

Hl.B.c.

n.ce.
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ASSQGIATIDNS

"~ Amarican Harth:ullure Sm:lely, lm:ia i
Muunt stnun, VA E’lz L

Betlsr Lawn & Turf Instltut
Route 4 '— Kimberdale :
Maryvllle ‘OH 43040

Eehabllllaﬂunl rough:}
Mount: Verm:n, VA 22121

Sm:laty nf Amerl:sn Flarlsts
801 Norih Washington’ Straa!
Alexandrla. VA EE‘M

19 Hamharne Avanue .
Plkﬂa_gﬂ!lé.MD 21208

PUBLICATIONS
lorista’ Peview, - - . Pacific Coast Nurseryman &
310 Suuth Mh:higan Avenue Garden Supply Dealer

-832 SauthB dwin Avanue
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Extension Girculars, Bulletins, Fact Sheets and Leaflets are available trom16eal county
axtension offices and from bulietin offices at the landgrant institutions (Coliege of

Agriculture) in your state,

The Small Businass Reporter
Bank of America
Department 3120
P.Q. Box 37000
San Francisco, CA 94137
a. Business Profiles
b. Business Operations

Ball Red Book

George Ball Company

Waest Chicago, IL 60185
Praductiion of Bedding Plants

Small Business Administration
Publications

Management Aids

Technical Aids

Small Marketers' Aids
Regional offices located in major
cities

Wyman's Gardening Encyclopedia
Donald Wyman

Tha Macmillan Company

New York, NY 10022

Environmental Plant Praduction
and Marksting

- Tokuji Furuta

Cox Publishing Company
832 S. Baluwin Avenue
Arcadia, CA 91006

RESOQURCES

Directary of American Horticulture
The American Horticulture Society
Mount Vernon, VA 22121

Care and Handling of Flowers
and Plants ’
Soclety of American Florists
901 N. Washingion Street
Alexandria, VA 22314

Gardening Illustraied

150 Concepts

Miriam and Lou Berninger
NASCO, Fort Atkirzon, W 53538
Training new personnel

Greenhouse Operation and
Managment

Paul V. Nelson

Reston Publishing Company, Inc.
11480 Sunset Hills Road

Reston, VA 22090

CORRESPONDENCE COURSES

lﬁdependaﬁ! Study
University of Wisconsin-Extension
432 N. Lake Strest

Correspondence Courses

in Agriculture

202 Agriculture Education Bldg.
The Pennsylvania State University
University Park, PA 16802 o
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Appendix 11

SAMPLE
GROUNDS MAINTENANCE CURRICULUM

The sample grounds maintenance curriculum records goals to be worked
on and the attainment of those goais in the three areas of grounds
maintenance task skills, use of hand tools, and use of power equipment. The
grounds maintenance tasks are listed in order from least difficult to most
difficult; the lists of tools and power equipment are in no particular order.

The grounds curriculum chart is divided into three levels which may be
defined and used by the individual program as best suits training or co-op
program needs. For example, a work co-op might assign Level 1 to be reached
in 3 months, Level 2 to be reached within 1 year, and Level 3 to be reached bya
worker who is ready for competitive community employment. :

The numerical code relates to the code key provided with each of the
three areas. The first square gives the level to be reached and the date the task
is started (DTS). The second square is filled in with the date the task is
completed (DTC). Room is provided for the trainee/worker - and
instructor/foreman to initial both dates.




SKILLS

PROFICIENCY CODE KEY

Task Parformance Lavels (TPL)

1= Gan do simpla parts of the fask. Needs to be told or
Shown how to do most of the task,
(EXTREMELY LIMITED)

2 = Can do most parts of tha fask, Neads help only on
nardest parts. May not meet local demands for
8peed or accuracy.

(PARTIALLY PROFICIENT)

3 = Candoall parts of the task, Neads only a $pot chack
of completed work. May not meet local demands for
Speed or accuracy.

4 = Gandoall parts of the task, Naeds only & spot chack
of completed work. Meats minimum local demands
for speed and accuracy,

(COMPETENT)

5 = Can do the complate task quickly and accurataly,
Cen {all or show others how to do the task
(HIGHLY FHG_FIGIEN_T)

Task Knowledge Lavals (TKL)

= Gan nama parts, lools, ang simple facts about the
task.

INOMENCLATUR

2 = Can name the steps In doing the task and tall how
aach is dons.
(PROCEDURES)

3 = Can explain why and when the sk must ba dong
and why each step Is nasded,
(OPERATING PRINCIPLES)

4 = Canpredic), identlfy and resalve problems about the

"
CONPLETE TR

2A4)



SKILLS

LEVEL 3

| PCKING UP TRAGH

b7

4

bTs orc

TRLITKL
!

| RAKNG LEAVES

)

S

4

b7

bTC

TRLITKL
|

| MULCHING

Wk

43

DTC

TRLITKL
I

2

0TS

DTC.

TRLTKL
!

| TRIMMING
| EDGING

N

Ik

075

TRUTKL
I
H[¥

2

4

oS

[

TRUTKL
l

TRLTKL




LEVEL 1

LEVEL 2

SKILLS

l}

it

ik

TRUTKL

%

b1s

TRLTKL
l
OTC

oS

07

DTC

TRLTKL
[

&

Ik

(]

I

TRLITKL

[
oTc

N

DTS

: i )
- LAYING 500
- 0TS e
:f' 2
[ L

075 e
- Fl -
- FERTILIZING

s e

oS

3

TRLITKL

I
oTe

L:'?"FHUNIEG

| Wt

brs

il

o3

TRLITKL

[
DTG

]

[

TRLITKL

|

i

U]

TRLITKL

I

B

TRLITKL
|
e
TRLITK,
|l
DiC
TRUTKL
|
0T
TRUTK,
N
ore
TRUTKL
!
b
TRUTKL
|
e
TRLTKL
!
o




e SKILLS

LEVEL 3

[ ‘ )| TRLTKL Klj| TRUTKL
< MOWING | j
078 1) oTs 1}

LOADMGIUNLOADING | 11 KL | 42
- TRAILERS |
| orS e oTS




USE OF POWER EQUIPMENT

RATING KEY

Tool Performance!Usage (TP/U)

Tool MaintenancalSafety Tws)

1= Extremely limited 1 = Extremaly limitad

2 = Partially proficient 2 = Partially proficlent

3 = Competent 3 = Compalent
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UEE OF POWER EQUIPMENT
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o USE OF POWER EQUIPMENT

TooL LEVEL 1 LEVEL2

n

LEVEL 3
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USE OF HANDTOOLS

RATING KEY

Tools, Knowledge of (TK) Tool Performance/Usage (TP/U)

1 = Gan name tool by sight 1

B[]

Extramely limited

2 = Can nama 100! and ell ts praper use 2 = Partlally proficient

3 = When given a task, groundsman can select proper 3
 tool withouit prompting

Competent




LEVEL 3

USE OF HANDTOOLS
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USE OF HANDTOOLS
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USE OF HANDTOOLS
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USE OF HANDTOOLS
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ERIC

Aruitoxt provided by Eic:

Nntmnal Indnstﬂes for the Severely Handmapped Inc.

4350 Easl Wi:sl nghwa’y L Washmgmn, D.C. 2(!)14 * Phone (301) ESIH)HS

REGIONS AREAS SERVED
Dav'iﬁ 8. Greene, Supervisor Connecticut New Hampshire ﬁew Jorsey -
ISH Northeast Regional Office Maine Rhaode island New York
225 Park Ave., South 16th Floor Massachusetts Vermont Puerio Rico
New ank New York 10003 Virgin Islands

_;baﬁ C. Hawlk, Supervisor Alabama . Kentucky Pennsyivania . -

‘Sauthasat Regianal foice Delaware’ Maryland Tennessee
k: D.C. Mississippi Virginia
Florida North Carolina West Virginia
Georgia South Carglina . ‘

llinois Montana South Dakota
indiana North Daketa - Wisconsin

Michigan ‘Ohlo Wyoming
Minnesota E .

Arkansas Missouri Texas - -
lowa "Nebraska " 'Arizona* -
- Kansas - . ... -New Mexico . :Nevada?.

Louisiana Okizhoma TS
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Appmdg‘.r 13

. SAMPLE
GR(DUNDS MAIN’IENANCE CDNTRAC‘T

GDNTHACT FOR GQNSTRUGTIQN SITEGLEAN up -

. FOR
: " THIS AGREEMENT, made this __ N _'_byand betwean e
the o - . hereiﬁafter called GDNTRAGTEEA;'
eland — party of the sacanﬂ r:art hareinafte o
. called . S R
WITNESSETH

That !he CONTRACTOR and the ___ i
nnsidaratian of the convenants, conditions and agreements her 'in

7710.be kept and’ parfc:nﬂad by the parties hereto, do hereby ag'i"ee
- r-fallnwa ’

AHTIGLE |

Tha GDNTEAGTDH agrees to.furnish any and- all l_abo -equiprneb a
a@la to complete the work.as. described in the. Spacifica iol
eneral Speciﬂcanans »

;_The‘,rsaid aﬂac:hmam to wit "GEnera * Spscificatiang--
INc rnade a part nf this ag eeme v




ARTICLE Il -

The _____ : - agrees to pay the GDNTHACTQR'mnmth
for services pérfﬂrmed therein ‘as _specified  in_ “General -Specif
Paymam to be made 30 dsys aﬂer receipt af CDNTRAGTQR § invoice.”

. A\RTIGLE |v ] LR e g
ltfis agreedand unﬂerstaﬁd that tha ", _ e she
. ¢ tad tamaka any paymant hareunder m additian to. tha amn n
_speciﬂe under the terms of the.'‘General- Speeiiicatluns “far: ex

- unless: such axtraor additi(:nai work: snd thé pm:’é ta be paici tnerefer
- autharizad in writing By the "

AFITIVLE \'A

GQNTEAGTGR snall assume all liability to CGNTEAGTC)FI'S employ
- under the Workmen's Gampensatlan Laws of the State of Maryland an :
2 ..sure GDNTRAGTDR'S Ii;bility in accardsnce t

- wn'e ,pans. vpravide‘_at all ti
‘the ﬁerfarman:e nf the wurk héreunder Pubiic RE




, dupllcate copy uf such insurance shall be filed with the ______
f .and shali be subja:t to the AHG—S apprnval for adequacy of prmectl n.

ARTICLE Viii ,
It'is understood and agreed that since the relationship between the par— -

_hereunder assumes full responsibility for compliance where necessary under

ties hereto is that of principal and lndependent contractor, the GGNTRAGTC)H

" - the: law, with any and all Federal, State or Municipal laws, ordinance ‘and - :

»regulath:ns. including (but not limited to) those having to do with the employ-
‘ment. of labor, hours of labor, working conditions and payment of wages,
tagether with all benefits, taxes or other duties collectible from employees

under aaplicsble provisions of law, h

ARTICLE IX
. CONTRACTOR will not discriminate against any employee or applicant
for employment because of race, color, religion, sex, or national origin. CON-

and that emplayees are treated during emplnymem without regard to their .

limited to the fallnwing Emplayment upgrading, demotion, or transfer
: recruitmam advertising, and selection for training. CONTRACTOR agrees to
".past in_a conspicuous place, available -to emplnyees and applicants fcnrf'—,}
employment, notices to be provided by the contracting office setting forth the-
pravlsions of the nondiscrimination clause.

IN WITNESS WHEREDF the GGNTRAC:TDR andthe ___ _
for themselves, their heirs, executors or administrators, successors and
assigns have caused this agreement to be executéed on this day

‘Representative — ' - ) Date

‘Representative — ) T - Date

-TRACTOR will take affirmative action to ensure that applicants are. employed, - -

race, religion, sex or national origin. Such action shall includa but nc;t be



‘3E"Eﬁﬁ‘?:‘SFEGIFieAﬁQNs, T

I Grew prcvided by GQNTRAGTQFI will consist af appr@xima!ely- ﬂve crew -
rﬁembars ana a fareman

CDNTHACTDR will pmwde a dump trm:k for hauling of trash matarials andf: .
’ ,the tmls and Equipmant to. carnqlé‘ta varinu&jnbs assignad

{1 B QNTEAETDR'S crew will work for ot
A ﬁf r week, 6 hours per day ‘and the rate- of pay. far sald emplayme will
. ~$180.00 per.day. Specific days of the week to be worked w:ll be fl xible 3
- -~ determined by mutual agreernent by EGNTRAC‘.TQH and _ "' L
i Notification for day of week to be given 1 week in advam:a Nntize of wnrk: ’
Ic:catmn to be given 24 haurs in aﬂvanc:e ;

IV ;Work to be undertaken by the crew will be designaied by _ _ .
anﬂ may include trash removal, moving and spraading of soil and clean up S

of oted slruc.tures Also grass mowing. GQNTEAGTQR to. pmvlde
equipment

' .>  Gaegraphic Ares

L

LV Stanfgrﬂ twa ‘days to be Monday and Tuesday each week subjeci to

- mutuadly . agreed I:hanges by week to accommodate specific wcirk
requirements. . . :




