
Jeffery’s Greenhouses 
NEW SUPERVISOR TRAINING



• You’ve been hired to supervisor role.

• It’s a big job with important responsibilities.

• Today we’re going to talk about how you can meet those 

responsibilities successfully and excel as a supervisor. 

• We’ll focus on key areas in which all new supervisors must become 

fully competent in order to perform their jobs well and prepare for 

advancement.



Prequiz: 

True or False?
Your success as a supervisor depends 
more on your technical knowledge than 
on people skills 

You should only delegate tasks you 
don’t have time to do yourself

Failure to plan is one of the most 
common reasons new supervisors 
fail to achieve goals and objectives 

To get the best results, promote 
competition rather than teamwork 



Leadership
Before you are a leader, success is all 

about growing yourself. When you become 

a leader, success is all about growing others.


—Former CEO of General Electric Jack Welch



Today’s Agenda

Section 1: The Basics

Section 2: Health and Safety Topic Review

Section 3: Supervisory Skills 



The Basics

•Employee Information Record

•Banking Info 

•TD1 Forms  

•Welcome Package –Employee 

Handbook

•Call In Procedures

•Orientation Checklist

•Job Description



Employee 

Information 

Record



2023 TD1-



Welcome Package –
updated 2023

Its your 
responsibility to 
read the material 

you have been 
given and if you do 

not understand 
something ask 

questions. 



Arrival:
 We expect our employees to arrive at the

scheduled times at the Home Depot Stores
and be prepared to work.

 Text your supervisor at the start and end
of your shift to notify them of your arrival
and departure.

Call In Procedure: 
 If you are absent from work, you must call 

your direct Supervisor before your 
scheduled shift starts and inform them of 
your absence, the reason for your absence 
and the expected duration of your 
absence.  If you are not sure of when you 
will return, you are expected to contact 
them before the start of your shift each 
day during the duration of your absence.  

Call In 

Procedures



Orientation Checklist Key Items

Hours of work/schedule

Mandatory lunch break – after 5 consecutive 

hours of work

Dress code…company shirt (Personal 

Protective Equipment see below)

Merchandising Supervisor Handbook revised 

sign off completed. Copy of Handbook is also 

on the Jeffery’s website.

Attendance – imperative to call your 

supervisor prior to your start time if going to 

be late or absent from work.



Orientation Checklist

Jeffery’s Greenhouses Website Reviewed
Registration request

Delivery Schedule Lookup and Store Notes

Email my supervisor from the store

Cull Sheet Form

Empty Racks to be Picked Up form

KM/Travel Reimbursement form

Hours Worked Submission (Web Punch)

Secure Document Transfer (for forms with personal 

information such as SIN#, Driver’s Licence, or Bank 

Information)

Location of Employment Forms and Health & Safety Forms 

and material



Job 

Description 

Reviewed:



Health and Safety

• Covid Operations Guidelines for Garden Centers-2023

• Health and Safety Responsibilities

• Job Rotation

• Micro Stretch Breaks

• Hazard Assessment 

-Rack Handling

-C6 Hazard Assessment Form 

• Violence and Harassment

• H/S-Garden Center Inspections

• What to do when an accident occurs 

• Accessibility Standards for Customer Service 

• Integrated Accessibility Standard & Human Rights Quiz 



Supervisors play an integral role in creating the conditions 

within their team  that promote a safe and healthy workplace. 
Under the OHSA, supervisors are required to:

❑Advise workers of any potential or actual health and safety 

dangers known by the supervisor.

❑Ensure workers perform their work in a manner and with the 

protective devices, measures and procedures required by 

OHSA and the Company health and safety procedures.

❑Ensure that any equipment, protective device or clothing 

required by the Company is used or worn by the worker.

❑Do everything reasonable in the circumstances to protect 

workers from being injured or getting an occupational illness.



Covid 19
Jeffery’s Greenhouses is taking Covid-19 very seriously 

and we expect you too also. 

Masks are currently optional. Respect those who choose 

to wear them. Recommended when physical distancing 

can not be maintained. 

Do not come to work if showing symptoms. Stay home 

until better OR call your doctor for guidelines regarding 

isolation.  Advise Human Resources and your supervisor 

when you have a return-to-work date. 



Covid-19—continued… 

 If you do not have a doctor, we follow the guidelines on Ontario 

public health website. https://www.ontario.ca/page/public-

health-measures-and-advice#exposed

 You can also contact a walk in clinic 

 Do not contact us ASKING when you can return to work. Contact 

us letting us KNOW when you have returned to work date. 

 Doctor’s notes are NOT required. You just need medical 

guidance on returning do not ask us for this info. 

 We do ask that upon return  you wear a mask for 10 days from 

start of symptoms. 

https://www.ontario.ca/page/public-health-measures-and-advice#exposed
https://www.ontario.ca/page/public-health-measures-and-advice#exposed
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Responsibility
Everyone on the farm is responsible for health and safety

Employer    +         Supervisors

You



What are your 

safety 

responsibilities?

Employer

Supervisors

Workers

Responsibilities



Employer’s 

Responsibilities Safe Workplace Training Identify Hazards

Hazard Control Provide PPE First Aid



Supervisors and 

Team Leaders 

Guidance Identify Hazards
Control 

Hazards

Train Workers Ensure PPE Use Inspections



Worker’s 

Responsibilities Work Safely Take Training Use Safety Devices

Report Hazards Housekeeping Emergencies



Don’t 

Walk 

By
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Safety is Everyone’s 

Responsibility 



JOB ROTATION
The structured 

interchange of workers 

between different jobs, 

requiring workers to rotate 

between different 

workstations or jobs at 

certain time intervals.



Benefits of Job Rotation 

 Reduced exposure to focused physical demands of one job.

 Reduced physiological stress, strain, and fatigue to the muscle 

group used for one job.

 Reduced MSD incidents and severity.

 Increased innovation and improved work process efficiency.

 Improves employee skill base and increases job assignment 

flexibility over time.

 Reduced boredom and complacency.

 Increased productivity & quality.

 Reduced absenteeism & turnover.



Job Rotation
 There are many benefits to 

implementing job rotation in 

your workplace.

 If your supervisor asks you to 

change jobs they have a 

reason for doing so. It is part of 

your job duties to listen to what 

they are telling you to do. 



Micro Stretch Breaks

 At all times and in areas where rotation may not be possible, it is 

important to include micro stretch breaks throughout the day to 

avoid injury. 

 Stretch breaks will help reduce muscle tension caused when muscles 

remain static or fixed in one position for too long. Muscles when 

remaining static will fatigue more easily, circulation will decrease, 

you will become uncomfortable and the task will become more 

difficult. 

 Stretching can help relieve discomfort due to repetitive movements, 

awkward postures, and excessive force.



 By alternating the types of tasks you perform throughout the day and 

taking more frequent breaks (at least 1 minute/hour), you can 

significantly reduce your overall fatigue and the risk of Cumulative 

Trauma Disorder.

 Though micro-breaks are short, you can stretch, stand up, move 

around, or do a different work task. A micro-break isn't necessarily a 

break from work, but it's a break from using a set of muscles 

repetitively. These can be done while changing tasks, or while walking 

to a different area. 

 Make sure both you and your staff view the stretch and flex video 

found on the website here

https://www.jefferysgreenhouses.com/login/canadian-login-area/employee-forms-training/stretch-and-flex-pre-work-warm-up/


Microbreak 

Examples



Stretch. It does the body good. 



Hazard vs. Risk… What’s the difference? 



Hazard 

Focus
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STOP

LOOK

LISTEN

THINK



What is a 

Hazard? 

 A hazard is anything that can hurt 
you or make you sick.

 Identifying hazards is key to 
preventing illnesses and injuries 
on the farm.

 We have identified the hazards in 
the garden center and want you to 
be aware of hazards in your work. 
We also want you to learn how to 
identify hazards in your work.
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Most 

Effective 

Way to 

Control a 

Hazard is to 

Remove it! 
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Rack Handling



C6 Hazard Assessment-Merchandisers

file://jgh-ad/Personnel/Jeffery's Health & Safety Section/Health and Safety Policies Current/C Level Policies/C-6 Workplace Hazard Recognition Assessment and Control/C-6 Hazard Registry


Anti Violence, 

Harassment, 

and Sexual 

Harassment

Training



Workplace Anti-Violence, Harassment and 

Sexual Harassment
✓ Will not condone or tolerate acts of violence, threats of violence, 

discrimination, harassment, sexual harassment, intimidation or 
bullying. 

✓ Important to remember that the perception of the receiver 
determines whether the potentially offensive message is 
acceptable or not. 

✓ All incidents of violence and formal complaints of harassment 
perpetrated against any employee shall be reported to 
Management or the Human Resources Manager and documented 
on the A-8 Incident Report as soon as possible. Forms are found in 
the production office and zone 5. 



 Workplace Harassment: Engaging in 
a course of vexatious comment or 
conduct against a worker in the 
workplace that is known or ought 
reasonably to be known to be 
unwelcomed.

 Workplace Sexual Harassment: 
Engaging in a course of vexatious 
comment or conduct against a 
worker in a workplace because of 
sex, sexual orientation, gender 
identity, or gender expression where 
the course of comment or conduct is 
known or ought reasonably known 
to be unwelcomed. 

 Making a sexual solicitation or 
advance from a supervising 
employee to a worker (or even to a 
co-worker) and that person knows or 
ought reasonably to know that the 
solicitation or advance is 
unwelcome. 



 Workplace Violence: Is defined as….

❖ The exercise of physical force by a person against a worker, in a

workplace that causes or could cause physical injury to the worker.

❖ An attempt to exercise physical force against a worker, in the

workplace that could cause physical injury to the worker.

❖ A statement or behaviour that is reasonable for a worker to

interpret as a threat to exercise physical force against a worker, in

the workplace that could cause physical injury to the worker.



Supervisors and Violence/Harassment 

Reports 
 Take all complaints of violence or harassment seriously. 

 For Immediate assistance involving customers, let your Home 
Depot contact know as well as the Merchandising Manager, 
Brian Bajuk. 

Use the appropriate form found on pronto or the website to 
document called A-8 Workplace Harassment and/or Violence 
Incident Report

Remember you represent the company and need to protect the 
interests of yourself, the team member and the company in all 
matters. 

We are also guests of Home Depot and need to act accordingly 
and appropriately. 

Above all, document, document, document.  

https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/A-8-Workplace-Harassment-or-Violence-Incident-Report-1.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/A-8-Workplace-Harassment-or-Violence-Incident-Report-1.pdf


Remember… Watch your words to your 

co-workers.

Treat everyone with respect. 

If they tell you no or do not 

respond you must listen. 





Garden Center Inspections
At the beginning of 

each season walk each 

of your garden centers 

and inspect the area 

for potential issues. 
Cracks, bumps, 

maintenance issues 

that could cause injury. 

Ideally walk with a HD 

contact and then 

complete the form 

found on pronto. 

Follow up for 
completion. 

Do again midway 

through the season.  



Injured at work



What to do if you are injured at work: 

• It is important to always work safe. But accidents happen. If you get

injured at work please make sure to let a supervisor or management

know right away.

• We can make sure you get first aid or medical treatment

immediately.

• Do not wait thinking “Maybe it will get better”.

• Sometimes we can prevent further injury by giving you other work.

• You are covered by work place safety insurance but in order to file

a claim we need to know right away when something happens.



First 

Aid 

➢ A first aid incident is 
described as an event 
that resulted in 
someone getting a 
scratch, minor burn or 
minor cut.

➢ If you get a scratch, 
burn or cut, be sure to 
report it and get it 
treated immediately.

➢ There are first aiders 
and first aid supplies 
available at all times.

48



Accident 

Reporting 

Reporting-Self Injury

➢ It is important to report any accidents, 
incidents or illnesses to your supervisor 
and team leader so that measures can 
be taken to prevent the incident from 
happening again. Do not wait to report! 

➢ Tell  your supervisor, Brian and make 
sure the pronto form is completed (you 
can do this for yourself and copy Brian). 

➢ Make sure it is submitted to the safety 
coordinators, Allison and Gina. 
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Supervisors are responsible for reporting all 

work-related incidents/accidents that:

Result in personal injury or lost time from 

work, including occupational illnesses.

Receives first aid or medical care.

Have the potential to result in personal 

injury or property damage even though no 

injury or damage occurred (including near 

misses).

Accident 

Reporting 

Reporting-Team Member



Accident 

Reporting 

 Reporting of any work-related incident/accident 

to Health & Safety must be done within 24 hours 

of the occurrence in order for the Company to 

meet its reporting obligations under the OHSA 

and the WSIB.  

 In the event of a critical injury and/or fatality, 

reporting to Police, Jeffery’s Health and Safety 

Coordinator, Home Depot Contacts, and must 

be done immediately following the occurrence.

Reporting-Team Member Time Frames



The report looks 
like this. It 

documents what 
happened, this 

report helps us fill 
out the WSIB 

forms.
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Accident 

Reporting 



The primary concern in the aftermath of a

workplace incident/accident is the safety of

the injured worker, if any, and the safety of

others.

The following five (5) steps are intended to

ensure that no other employee is injured, a

root cause is identified to prevent

re-occurrence and the Company meets its

legal obligations:

Reporting-Team Member Response 

Process
Accident 

Reporting 



1. Administer First Aid and/or Get Medical

Attention.

2. Secure the Scene

3. Investigate and Document

4. Complete Accident/Incident Investigation

Report.

5. Follow-Up (With Allison, Team Member and

Home Depot).

Reporting-Team Member Response 

Process
Accident 

Reporting 



If you or a team member go to the doctor 

because of an injury at work, let Allison or Gina 

know first if you can. You will be given 

paperwork to give to your doctor to help 

determine what your abilities are.  If you go 

without telling us let us know right away after 

the visit.

Remember: Modified duties are available! 

55

Accident 

Reporting 



 Due Diligence, Documentation and 

Communication  are the keys to minimizing the 

effect of an Accident.  

 Supervisors are encouraged to review the 

information found on the company website 

including: 

Early and Safe Return to Work Policy 

Accident 

Reporting 

https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/D-27-RTW-Policy.pdf


Joint Health and Safety Committee Meetings 
(JHSC)

JHSC meetings are held regularly to discuss the
recent accident reports, hazards associated with
the work and how to do the job safely.

If you have any questions about safety you can 
talk to;

-Your supervisor (Rodd or Ryan or Albert) or your 
team leader.

-Safety Coordinators, Allison or Gina

-A member of the JHSC.  Brian is the 
merchandiser representative on the committee. 
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Communication

Accidents

Hazards
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C1-Accident 

Investigation  



Mandated Provincial Training for All Workers

Ministry of Labor 4 Steps Awareness for Workers 

Accessibility Standards for Customer Service

➢ Record of Training Quiz found here

Integrated Accessibility Standards and Human 

Rights Training (use pamphlet found here)

➢ Record of Training Quiz found here

https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/Accessiblity-Standard-for-Customer-Service-Training.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/Customer-Accessibility-Standard-Training-Test.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/Jefferys-Greenhouses-Integrated-Accessibility-Standard-Rev-01.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/Jefferys-Greenhouses-Integrated-Accessibility-Standard-Rev-01.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/Disability_and_human_rights-Pamphlet.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2012/02/Confirmation-of-Training-on-Integrated-Accessibiity-Standard-Policy-and-Ontario-Human-Rights.pdf


Ontario Human Rights Training 



Ontario Human Rights Training 



Supervisory Skills

• Website Review 

• Hiring Review

• Orientation Process (Including Pronto 

Forms)

• Payroll Review (Timesheets, video, SOP 

review)





Website Tutorial Video

• New in 2023 there is a Website Tutorial Video. It 

can be found here

• All Employees should watch this video and 

complete the Record of Training form which will 

be found on  both pronto and on the website. 

https://www.youtube.com/watch?v=jQkhRtPEk6A


Website Review
• Become very familiar with the website and its contents. 

• It is a tool you will be using on a daily basis. 

• On this website you will find; 
❖Company Information and Policies

❖Home Depot Information and Policies

❖Employment Forms and Training

❖Health and Safety Documents 

❖Store Notes and Information 

❖Delivery Info

• We will explore this together now, spend some time on it 

and ask questions as needed. 



Orientation Checklist

Jeffery’s Greenhouses Website Reviewed
View the proper watering techniques video

https://www.jefferysgreenhouses.com/login/canadian-login-

area/proper-watering-techniques-video/

Frost Protection Tutorial

https://www.jefferysgreenhouses.com/wp-

content/uploads/2018/04/Garden-Centre-Frost-Plan-.pdf

Apron Frost Plan

https://www.jefferysgreenhouses.com/wp-

content/uploads/2021/03/Apron-Frost-Plan.pdf

https://www.jefferysgreenhouses.com/login/canadian-login-area/proper-watering-techniques-video/
https://www.jefferysgreenhouses.com/login/canadian-login-area/proper-watering-techniques-video/
https://www.jefferysgreenhouses.com/wp-content/uploads/2018/04/Garden-Centre-Frost-Plan-.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2018/04/Garden-Centre-Frost-Plan-.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2021/03/Apron-Frost-Plan.pdf
https://www.jefferysgreenhouses.com/wp-content/uploads/2021/03/Apron-Frost-Plan.pdf


Hiring and Recruitment 
Supervisors are responsible for hiring and staffing their teams with

support from Human Resources. This is a partnership process which is

improved with strong communication between both parties.

1) View the Recruitment Training Presentations found on the website

2) Work with HR to create an Advertising Plan – All Indeed ads are

posted by HR but you have access with a company email. Once

you have a company email create an Indeed account and we’ll

get you connected to ours.

3) Other postings (job boards, employment offices, social media

etc..) please review any suggestions with Allison for authorization.

4) Only approved, provided ads may be used.



Orientation Process
Supervisors are responsible for orientating their team

members with support from Human Resources. Some points on

orientation.
1. Review the handouts on the orientation process found on the 

website.

2. All orientation must be done prior or on the employee’s first day. 

3. It doesn’t matter how busy you are, there is absolutely no excuse for 

skipping an employee’s orientation process. 

4. If the employee shows up on the first day without the information 

required to complete the documents, send them home. Do not 

proceed. Be very clear on this from the beginning. 

5. You can do the contract during the interview process if you want to 

hire on the spot– but the rest of training is ALL paid time. No 

exceptions. 



Orientation Process
• Whenever possible orientation should be done in person

using pronto forms.

• If doing a re-hire and its at a distance can be done via

phone and using the forms found on the website. They can

be returned back via Adobe Fill and Scan (free app on

phone!)

• Never send confidential information via email! – send as a

jpeg through pronto OR use the secure document

transmission button on the website. This includes; SIN, Banking

INFO, Driver’s License, Health Card, etc.

• You MUST view the SIN to ensure accurate entry. And if it

starts with a 9, ask for a work permit. HR must approve first
prior to hiring and a copy submitted with paperwork.



Orientation Process



Payroll Process

Review Payroll  Tutorial Video

Review Payroll  SOP

Review Time Sheet Submission and 

Approval Process

Review Web punching & KM Submission. 
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