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Dear Employee

The Maryland State Highway Administration is dedicated to providing training and development opportunities tailored
to meet your current and future learning needs. Annually the agency prepares a comprehensive plan for learning and develop-
ment based upon the strategic direction of the organization, addressing our mission critical functions and incorporating the
needs you and your supervisor identify on your Professional Development Plan (PDP).

As an agency we continually reviews the skills and competencies required for the agency to achieve its business mis-
sion. These competency requirements are incorporated into learning events and become the focus of our training and develop-
ment programs. To meet these goals our training programs, in coordination with the local Unit Training Coordinators, deliver
training and development activities focused on meeting the needs of both the organization and our employees.

The State Highway Administration’s training and development programs focus our learning and development activities
on organizational priorities while allowing us to efficiently manage our resources. This catalog provides you with a directory of
resources, course descriptions, and program information vital to your learning and development needs. As you prepare your
Professional Development Plan, please use the resources provided in this catalog, and your classification curriculum, to outline
your new development plan.

For further information, please contact your local Unit Training Coordinator.

JEM VA

TECHNICIAN
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Office of Administration

o Deborah Hammel, Director

Training and Development

Training and Development is committed to helping meet your profes- Oxganimational Developraest Divisinx
sional development needs and will continue to strive to offer learning op-
portunities and schedule training according to demand and geographic location.

« Bill Barnard—Manager
e Yvette Harris - Chief
o Heather Henry- Program Manager

e TaMonique Burris - Lloyd - Program Coordinator

SHA Training and Development catalog
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Administrator’'s Office
Marlyn Hill

MS C-402
410-545-0401

Chief Engineer’s Office
Bernese Gray

MS C-402
410-545-0369

Policy & Research
Aleia Hendricks
MS C412
410-545-0341

Office of CHART/technical
Mary Ann Lovence

SOC

410-582-5607

Procurement & Contracts
vacant

Audits

Donna Ott
MS C-401
410-545-0403

Office of Administration
Michele Williams

MS C-601
410-545-5576

Office of Communications
vacant

Office of Counsel
Angie Marshall
MS C-407
410-545-0048

Office of Finance
Lori Cooper

MS C-505
410-545-5700

Office of Information Technology
Carolyn Church

MS C-605

410-545-8661

Equal Opportunity

Marilyn D. McNeil

MS M- LL3

410-545-0319

Planning & Preliminary Engineer-

ing

Tracey Noonan
MS C-411
410-545-0415

Project Planning
Brenda Howell
MS C-301
410-545-8503

Highway Development
Stephanie Rose

MS C-102
410-545-8879

Structures
vacant

Environmental Design
Irene Heline

MS C-303
410-545-8643

Real Estate
Rhonda Collins
MS M-302
410-545-0028

Construction & CID
Kathy Miller
443-572-5257

Office of Traffic & Safety
Sharon Blankenship
443-572-5258

Office of Maintenance
Carol Diserio
410-582-5565

Office of Materials Technology
Vanessa Howard
443-572-5093

DISTRICTS

District 1
Tracy Patey
410-677-4096

District 2
Patricia Unruh
410-778-3061

District 3
Bojan Radisavljevic
301-513-7397

District 4
Maureen Stewart
410-321-2445

District 5
Sherri Adderley
410-841-1053

District 6
John Hampton
301-729-8466

District 7
Laura Rish
301- 624-8136

SHA Training and Development catalog
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Training and Development Partners
Maryland Community Colleges
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Allegany College of Maryland

12401 Willowbrook Road, SE
Cumberland, Maryland 21502

301-784-5005

www.allegany.edu

Anne Arundel Community College

101 College Parkway
Arnold, Maryland 21012-1895

410-777-2222

www.aacc.edu

Baltimore City Community College

2901 Liberty Heights Avenue
Baltimore, Maryland 21215-7893

410-462-8300

www.bccc.edu

Carroll Community College

1601 Washington Road
Westminster, Maryland 21157

410-386-8000

www.carrollcc.edu

Cecil College

One Seahawk Drive
North East, Maryland 21901-1999

410-287-6060

www.cecil.edu

Chesapeake College

P.O.Box 8
Wye Mills, Maryland 21679

410-822-5400

www.chesapeake.edu

College of Southern Maryland

8730 Mitchell Road
P.O. Box 910
La Plata, Maryland 20646-0910

301-934-7602

www.csmd.edu

Community College of Baltimore County

7201 Rossville Boulevard
Baltimore, Maryland 21237

443-840-1015

www.ccbecmd.edu

Frederick Community College

7932 Opossumtown Pike
Frederick, Maryland 21702-9745

301-846-2400

www.frederick.edu

Garrett College

687 Mosser Road
McHenry, Maryland 21541

301-387-3000

www.garrettcollege.edu

Hagerstown Community College

11400 Robinwood Drive
Hagerstown, Maryland 21742-6590

240-500-2000

www.hagerstowncc.edu

Harford Community College

401 Thomas Run Road
Bel Air, Maryland 21015-1698

443-412-2000

www.harford.edu

Howard Community College

10901 Little Patuxent Parkway
Columbia, Maryland 21044

443-518-1000

www.howardcc.edu

Montgomery College

900 Hungerford Drive
Rockville, Maryland 20850

240-567-5000

www.montgomerycollege.edu

Prince George’s Community College

301 Largo Road
Largo, Maryland 20774-2199

301-336-6000

www.pgcc.edu

Wor-Wic Community College

32000 Campus Drive
Salisbury, Maryland 21804

410-334-2800

www.worwic.edu

SHA Training and Development catalog
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PDP instruction guide

PDP reflection worksheet
PDP roadmap
Sample PDP form

Development strategies
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Professional Development Plans—FY2016

Sk iy

Instruction Guide - FY 2016

Please follow the guidelines below when completing your online PDP.

NEW: Please access the SHA Student Learning Center to complete your online PDP and to view all current training
information. Tutorials and instructions can be accessed on the Training and Development intranet web site.

For assistance or questions on completing your online PDP, please contact your local Unit Training Coordinator
(UTC).

If you choose to complete the “paper form” (next page), please follow the instruction below and/or consult your
UTC.

1. Refer to last year’s Professional Development Plan, Training transcript and Classification curriculum and
review with employee to discuss the successes and opportunities for learning and development.

2. Column A — Professional Development, Performance Plan Item, and/or Leadership Competency. Enter pro-
fessional development goals. Be sure the information entered is specific, achievable, measurable, and SHA
business related. This information can pertain to skill development, professional development or career develop-
ment which will help to enhance employees’ job performance and better prepare the employee for the future.

Beside the identified line item, identify in parenthesis () each item listed as either professional development (PD),
performance plan item (PP), or leadership competency (LC).

3. Column B —Learning Opportunities. Be mindful that learning opportunities can come from a variety of sources
(i.e., training courses, on-the-job-training, videos, e-learning, conferences, mentoring, rotations, coaching, job shad-
owing, books, advanced education, etc.). List the specific training in priority order. SHA sponsored courses and
their codes can be obtained from your UTC or found at SHA'’s online Student Learning Center located on the SHA
Intranet: click on Training/Student Learning Center. Click on “Learning Opportunities,” and follow the instructions
on the screen to see a list of SHA-sponsored training courses. In addition, use general course codes for such
learning activities as mentoring, coaching, job shadowing, on-the-job-training, books, etc. For learning opportuni-
ties that do not appear on the list, please contact your local UTC.

4. Column C — Target Completion Date. When determining a target completion date for the Learning Opportunities,
be realistic with expectations and timeframes. Target completion date for FY 2016 PDP is March 31, 2015.

*Remember — Supervisors and employees should meet at least every three months to review and record PDP pro-
gress. Together you will determine what has been completed, what is yet to be accomplished, and how you will
proceed.

5. IMPORTANT: Mandatory Training (training that is required by Federal, State, Department, or Agency law or
regulation, based on the employee’s job duties) must be included on the employee’s PDP.

Finalizing the Professional Development Plan

The supervisor and employee should meet to finalize the online PDP. Manager should approve the online PDP in the SHA
Online Learning Center.

An approved supervisor and employee indicate agreement with the plan; both should continually monitor the status of learning
opportunities and events identified. The annual review of the plan must include the following: (a) completion dates for objectives
and activities completed during each year; (b) reflection of how the employee grew professionally throughout the year, in the
leadership competencies identified in the plan; and (c) reflection of how that growth had an effect on employee performance and
impact on the organization.

SHA Training and Development catalog




PDP Tools Reflection Worksheet

O]

el

Ask yourself these questions to clarify your goals and begin the planning:

What do | want to know or do as a result of my professional development?

How will | judge the quality of my performance or work?

How does my practical experience impact achievement?

Based on data, what do | know about my individual needs?

How does my individual goals and improvement plan impact the professional goals?
How can | improve or strengthen skills?

How can | work with others to address the goals?

How will I know | have accomplished the goals?

How can | incorporate the professional development strategies, | choose into the every day experience?

Checklist for Description of the Goals:

A. Goals

Will your goal's) impact your professional growth?

Will the professional growth you identified have an effect on the employee learning plan?

B. Description of the Goal(s) to be Addressed (It is recommended that you use this stem):

| want to build this skill [business writing]

So I need to participate in activity [business writing course, or mentor]

Experienced Employee Reflection / Coaching Questions:

What knowledge, skills, or abilities are important for increasing or maintaining the quality of my performance in the
present assignment?

What opportunities are available for me to assist a new employee in a mentoring role to develop an expertise and/
or skills sets that will position them into other projects that will assist in enhancing their leadership competencies?

In what areas do my interests and personal plans overlap with the changing needs of the organization?

If | am considering a complete career change, what experiences and learning would help reposition my career in
the direction of my new interests?

What are the developmental factors, or other interests that are important for financial planning for retirement?



Page 10

Professional Development is a series of ongoing, focused activities which are linked to a professional development plan and the organizational goals.
Time Frame Component | Description Employee Supervisor
(@ January Preparing Accomplish self- Begin to think about your goals and Inform employee of the professional development
© to Write the | reflection, select what the future holds (self reflection: process and introduce the self reflection. Set due
m (or one month Plan: Self goals, and formulate | what has been accomplished already? | date for draft of the PDP.

o) after hire for ini- | Reflection the plan. What are the next steps?)
® tial PDP)
@)

e *Review ongoing PDP enrollment from previous
m February Writing the Write PDP form in In a collaborative effort with supervi- Initiate this review with all of your employees. In
— Plan: conjunctions with sor, build the PDP using the reflection conjunction with employee, devise a collaborative
ol (or two months supervisor. worksheet and supervisor’s input as a PDP. Fill out the form with clear goals and sign the
+— after hire for ini- Compo- guide. PDP form. Submit the final plan to your UTC who
m tial PDP) nents will enter it into the Learning Management System
m (LMS).

o
@)

d Ongoing The Plan The Three R’s: Re- Review the plan periodically (every 3 Discuss employee goals and targets in weekly and
> flect, Review, Revise | months), including a reflection sum- monthly meetings. Work with UTC to ensure that
(] mary and any revisions to your goal's) learning opportunities are available or scheduled for
O or activities each quarter if applicable. your employees.

nla Attend learning opportunities as avail-

c able.

=
(7))}

0 Resource: Learning Opportunities Sheet, UTC

.._nlu Evaluation Phase | Verifying Document Complete | Document and submit the completed Continue ongoing discussions with employees
(@) and Com- Plan plan and certificate of completion to about goals. Submit any revisions to UTC for input
m pleting the supervisor. into LMS.

PDP
=
R ol
s
72
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PDP Tools

% PROFESSIONAL DEVELOPMENT PLAN
Name: Index # Date:
Column B Column C
Professional Development or Learning Opportunity Requested Target
Performance Plan Ttem and/or ...asseciated with Column A ﬁ..mmnﬁuﬁm_p_nﬁ Date
T I {e.q., iraining classes, edeaming, books, video, audio, or Learning
Leadership Competency mentowing, job shadowing, coaching, cross fraining, ek —
Professional Development =PD; Performance Plan em=PF; Leadership mm/dd/ vy
Competency=LC
2
3.
4.
5.
6.
T.
8
Q.
10.

My supervisor and I support Eﬂa As the employes, [ am commitied to schieving my career/development goals, through the traming and learning sctivities necessary to achieve esch
zoal.

Employee’s Signature Diate

As the supervisor, [ am commitied to the employes's successful scoomplichment of their stated career/developmental goals, through the traming snd leaming activities necessary to
achieve each zoal

Supervisor’s Signamme Diate
The Completed PDF Form should be refurned to your local UTC. If supervisor & employee have entered learning opportunities into LMS, please note on form with date.

L __
I have reviewed and updated the employee’s PDP Form i the LMS system

UTC s Signature Date

Page 11
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Strategy

How to Use It

Appropriate and

Inappropriate Uses

1. Off-the-Job Degree Programs
Sponsored by Colleges/
Universities

2. On-Site Degree Programs
Sponsored by Colleges/
Universities

3. Off-the-Job Public Seminars
Sponsored by Vendors

4. Off-the-Job Public Seminars
Sponsored by Universities

5. In-House Classroom Courses
Tailor-Made for Employees

Clarify job-related courses tied to work re-
quirements of key positions.

Compare individual skills to work require-
ments.

Identify courses related to individual needs.

Tie job requirements to degree/course re-
quirements, if possible.

Same basic procedure as listed in #1 above.

Compare work requirements to the instruc-
tional objectives indicated by information
about the off-the-job seminar.

Same as #3 above.

Define specific instructional objectives that are
directly related to work requirements in
key positions.

Use the courses to achieve instructional ob-
jectives for many individuals.

Appropriate:

—For meeting specialized individual
needs that are not widely enough
shared to warrant on-site training

Inappropriate:

—TFor meeting highly specialized needs

unique to one employer

Appropriate:
—When funding and time are available
—When several people share similar
needs
—When in-house expertise is not avail-
able
Inappropriate:
—When conditions listed above cannot
be met
—TFor meeting highly specialized needs

Appropriate:
—When needs are limited to a few peo-
ple
—When in-house expertise does not
match the vendor’s
Inappropriate:
—For meeting needs unigue to one em-
ployer

Appropriate:

—Same as #3 above
Inappropriate:

—Same as #3 above

Appropriate:
—When adequate resources exist
—When in-house expertise is unavailable
—When needs can be met in time
Inappropriate:
—TFor meeting requirements unique to
one organization
—TFor meeting objectives requiring
lengthy and experiential learning

SHA Training and Development catalog
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Training and Development Options
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Strategy

How to Use It

Appropriate and

Inappropriate Uses

6. In-House Classroom Courses Pur-
chased from Outside Sources and
Modified for In-House Use

7. Unplanned On-the-Job Training

8. Planned On-the-Job Training

9. Unplanned Mentoring Programs

Identify a learning need shared by more
than one person.

Find published training material from com-
mercial publishers and modify for in-
house use.

Deliver to groups.

Match up a high-potential employee with
an exemplary performer in a key posi-
tion.

Permit long-term observation of the exem-
plar by the high-potential.

Develop a detailed training plan allowing a
“tell, show, do, follow-up approach” to
instruction.

Make people aware of what mentoring is.

Help individuals understand how they can
establish mentoring relationships and
realize the chief benefits from them.

Encourage key job incumbents and exem-
plars to serve as mentors.

Appropriate:

—When several people share a com-
mon learning need

—When expertise exists to modify
materials developed outside the
organization

—When appropriate training materials
can be located

Appropriate:
—When time, money, and staffing are
not of primary importance
Inappropriate:
—For efficiently and effectively pre-
paring high-potentials to be suc-
cessors for key job incumbents

Appropriate:
—When key job incumbent is an ex-
emplar
—When time and safety considera-
tions permit one-on-one instruction
Inappropriate:
—When the conditions listed above
cannot be met

Appropriate:

—For establishing the basis for men-
toring without obligating the or-
ganization to oversee it

—TFor encouraging individual auton-
omy

Inappropriate:

—TFor encouraging diversity and build-
ing relationships across “unlike”
individual

—For transferring specific skills

SHA Training and Development catalog
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Strategy

How to Use It

Appropriate and

Inappropriate Uses

10.

11.

12.

Planned Mentoring Programs

Unplanned Job Rotation Programs

Planned Job Rotation Programs
appraisal geared to the rotation and
related to future potential.

Match up individuals who may establish
useful mentor-protégé relationships.

Provide training to mentors on effective
mentoring skills and to protégés on
the best ways to take advantage of
mentoring relationships.

Arrange to move individuals into positions
that will give them knowledge, skills,
or abilities they will need in the fu-
ture, preferably (but not necessarily)
geared to advancement.

Track individual progress.

Develop a specific Learning Contract (or
IDP) that clarifies the learning objec-
tives to be achieved by the rotation.

Ensure that the work activities in which
the individual gains experience are
directly related to future work re-
quirements.

Monitor work progress through periodic
feedback to the individual and
through performance

Appropriate:

—~For building top-level ownership
and familiarity with high-
potentials

—For pairing up “unlike individuals”
on occasion

Inappropriate:

—For building specific skills
Appropriate:

—When sulfficient staffing exists

—When individual movement will not
create a significant productivity
loss to the organization

Inappropriate:

—When the conditions listed above
cannot be met
Appropriate:

—When there is sufficient time and
staffing to permit the rotation to
be effective

Inappropriate:

—When time and staffing will not
permit planned learning

SHA Training and Development catalog
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SHA Core Courses

Employee Development Courses
Leadership Development Courses

Technical Development Courses
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All employees complete the following:

ADA AWARENESS - available online

This training provides an overview of the federal ADA requirements for transportation

agencies. SHA is undertaking many initiatives at the strategic, policy and implementation levels that ensure we are not only
compliant but go beyond the requirements toward achieving full accessibility for all those who live in, work in and travel through
Maryland. Meanwhile, public outreach, partnership and relationship-building are all receiving increased emphasis.

CUSTOMER SERVICE AWARENESS - available online

This training course provides a basic introduction to customer service at SHA. Topics include: who are our customers, SHA’s
customer service standards, and the importance of providing quality customer service to both internal and external customers.

DIVERSITY AWARENESS -available online

This continuing education course provides instruction on how cultural diversity presents major challenges in the workplace.
Topics include: the organizational context of cultural diversity, managing diversity, communication across cultural boundaries,
teamwork and valuing diversity, diversity education, and institutional support.

DRIVER IMPROVEMENT PROGRAM - available online

This training course is designed to develop and improve participants driving skills. The Maryland Department of Transportation
(MDOT) policy requires that all State employees take this training before driving a State vehicle or using a personal car for
State business. Employees who drive a State vehicle are required to attend training every three years.

ENVIRONMENTAL AWARENESS (UNDER DEVELOPMENT)

This training course provides a basic introduction to environmental stewardship at SHA. Topics include: the importance of be-
ing “green”, SHA's environmental stewardship initiatives, and the importance of providing reducing, recycling, and reusing.

LIMITED ENGLISH PROFICIENCY (LEP) - available online

This training course will outline the requirements set forth by federal authorities to comply with Limited English Proficiency. Im-
pacts and applications of LEP on SHA business will be presented and discussed.

NEW EMPLOYEE ORIENTATION

This training course is a required one day course for all employees new to SHA. This course includes presentations from vari-
ous areas and special programs at SHA and a tour of the State Operations Center (SOC).

SEXUAL HARASSMENT PREVENTION AND AWARENESS - available online

This training seminar reviews the legal definition of sexual harassment and SHA's policy on sexual harassment. A substantial
amount of time is focused on identifying behaviors that constitute sexual harassment. In addition, participants learn about the
complaint, investigation and hearing processes. Employees must attend a refresher course every three years.

WORKPLACE AND DOMESTIC VIOLENCE AWARENESS - available online

This training seminar reviews the MDOT Workplace Violence Policy, including policy definitions, a description of prohibited ac-
tivities, an overview of disciplinary actions, and a segment on preventing responding to and reporting workplace violence. Em-
ployees must attend a refresher course every four years.

SHA Training and Development catalog Page 16
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Advanced Education Program & Tuition Reimbursement

The Advanced Education Program (AEP) and Tuition Reimbursement Programs assist
full-time permanent employees in their pursuit of higher education and to satisfy their ca-
reer goals. Tuition Reimbursement is available upon completion of various certifications
and/or non-degree courses.

Eligibility
Must be a permanent SHA employee; and,
Applicants shall have completed their initial probation period

Application Process

Refer to the program manual for the proper forms and detailed instructions.

Contact: Training and Development , 410-545-8017

Career Development Center

This service helps employees identify their career goals, interests and strengths through
assessments and developmental advising Employees are offered career planning ser-
vices, as well as assistance in preparing a career profile focused on established goals.

Eligibility: open to all SHA employees

Application Process: none.

Contact: Training and Development , 410-545-8017

SHA Training and Development catalog Page 17
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Advanced Leadership Program

The Advanced Leadership Program (ALP) is a two-year program designed to
develop excellence in SHA's future leaders. Participants create an Individual
Development Plan (IDP) that will guide their growth and progress. Candidates become engaged in training ac-
tivities and experiences they select as developmental opportunities. Recruitment is annual.

Eligibility

Must be a permanent SHA employee.

Must have 9 years of work experience. One of the 9 years must have been with SHA.

Four (4) years supervisory/program management experience (can be part of the nine years work experience)
Must have “Exceeds Standards” for the last 2 years.

Documented initiative and leadership experience.

Application Process (Competitive)
Complete the application package and submit it to the Program Manager by the specified deadline.

Contact: Training and Development , 410-545-8017

Leadership Education and Development (E-Lead)

Leadership Education and Development (LEAD) is a ten week online leadership development program for
managers, team leaders and supervisors. The curriculum includes required courses focusing on management,
leadership, and personal development.

Eligibility

Must be a permanent SHA employee

Must be a manager, supervisor, program manager or team leader; with direct reports (assign & review work)
Must have completed NSTP

Have your supervisor’'s recommendation.

Application Process

Complete the application package and submit it to the Program Manager by the specified deadline.

Contact: Training and Development , 410-545-8017

SHA Training and Development catalog Page 18
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New Supervisor’s Training Program (NSTP)

This is an eight week training program is mandatory for all newly hired and newly appointed supervisors
since January 2001. The course teaches the basic skills and policies needed for first-time supervisors
through required modules. Newly appointed supervisors will automatically be enrolled in classes they have
not previously attended upon appointment to their new job duties.

Eligibility

All first-time supervisors are eligible to participate.

Application Process
None. Enrollment is automatic.

Contact: Training and Development , 410-545-8017

SHA Training and Development catalog Page 19
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Chief Engineer’s Rotation Program

The Chief Engineer's Rotation Program (CERP) is designed to give participants an opportunity to gain valuable experience in
the functions of the Office of the Deputy Administrator/Chief Engineer for Operations and the offices under its authority. Partici-
pants will broaden their experience within the organization, work closely with senior management, and gain valuable knowledge
of how the pieces all fit together.

Eligibility
A minimum of five (5) years experience at SHA.
An overall Meets Standards rating on their Annual Performance Appraisal for the past two years with no individual
Does Not Meet Standards ratings during that period.
Be in one of the following Classifications
Transportation Engineer ,Landscape Architect, Environmental Analyst
Right-of-Way-Agent , Review Appraiser
Or have successfully completed the Engineering Technician Development Program. (ETDP)

Application Process (Competitive)
Complete the application package and submit it to the Program Manager by the specified deadline.
Recruitment is every 6 months.

Contact: Chief Engineers Office, 410-545-0367

Engineering Technicians Development Program

The Engineering Technician Development Program (ETDP) was developed to provide SHA employees within the Transportation
Engineer Technician (TET) and Facilities Maintenance Technician (FMT) series, level Il & above, the opportunity to improve
their personal job performance. Participants in the program complete an extensive curriculum involving five college-level
courses and a series of in-house core courses focusing on developing and enhancing

Eligibility

Must be currently classified at the TET Il level or higher within the engineering technician series; or,
Must be currently classified at the FMT Il level or higher within the facility maintenance technician series.
Must possess a high school diploma or GED.

Must have received an overall “meets standards” on their most recent job performance appraisal.

Application Process (Competitive)
Complete the application package and submit it to the Program Man-
ager by the specified deadline. Recruitment is every two years.

Contact: Chief Engineers Office, 410-545-0367

SHA Training and Development catalog Page 20
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Graduate Engineers Training Program

SHA developed the Graduate Engineer Training Program (GETP) to pro-
vide all newly hired engineers with the highest level of technical and
managerial training and information available in the civil engineering
arena. This multi-year training program prepares engineers to creatively
manage projects or tasks within a specialized area. New engineers are
given the opportunity to gain first-hand knowledge of SHA’s diversity and
the functions of other offices through rotational assignments and training
modules.

Eligibility

Bachelor's Degree in Engineering
Special request from Senior Manager

Application Process
None. Notification of participation given by Program Manager

Contact: Organizational Development , 410-545-8660

Morgan State University Scholarship Program (under review)

The SHA Morgan State Scholarship Program (MSSP) offers an annual scholarship to one employee per year by pro-
viding the recipient the opportunity to pursue a Bachelor of Science degree in Civil Engineering. The selected recipient
attends Morgan State University as a full-time student for two years. During this time, full tuition, books and most fees
are paid by SHA, excluding room and board. The chosen recipient continues to receive his or her full salary and bene-
fits while attending MSU.

Eligibility

Possess five (5) full years of service with SHA,;

Currently hold a permanent full-time position with SHA,;

Must have received a “Meets Standards” performance appraisal rating for the past two years; and

Must have completed an AA degree or possess enough undergraduate credits to qualify for junior status in civil engi-
neering (to be determined by MSU/SHA).

Application Process (Competitive)
Complete the application package and submit it to the Program Manager by the specified deadline.

Contact: Organizational Development , 410-545-0332

SHA Training and Development catalog Page 21
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Administration

Course Descriptions

« Administrators’ Office

« Administration

e Human Resources
e Employee Development

e Developmental Program

. Audits

« Customer Relations and Information
. Equal Opportunity

. Finance

« Procurement

SHA Training and Development catalog Page 22



ESDOO1 MD STATE ETHICS COMMISSION TRAINING - FINANCIAL
2 hours Contact: Training and Development , 410-545-8017

To register for Ethics training fill out a registration form available at the State Ethics Website
(http://ethics.gov.state.md.us/) and fax it to the telephone number on the registration form. Bring a
copy of your completion certificate to your Unit Training coordinator who will update your status in the
Learning Management System.

This course familiarizes employees with the Public Ethics Law, identifies ways to recognize potential
ethics problems including conflicts of interest, and provides information on how to contact SHA's ethics
representatives or the State Ethics Commission for advice. The course is required to be taken by all
people required to file a financial disclosure statement. It is required by the Maryland State Ethics
Commision to be taken within six months of filing the financial disclosure statement.

Designed for: Effective 10/1/99, persons newly designated as filers are required to attend 2 hours of
ethics training from the State Ethics Commissions within 6 months of being identified as
having to file a financial disclosure statement.

ADM200 CONFLICT OF INTEREST TRAINING—MODULE ONE
1.5 hours Contact: Training and Development , 410-545-8017

Designed for: All Managers and Supervisors

ADM201 SECONDARY AND POST EMPLOYMENT ETHICS TRAINING—MODULE TWO
1.5 hours Contact: Training and Development , 410-545-8017

Designed for: All Managers and Supervisors

ADM300 ETHICS POTPOURRI - MODULE THREE
1.5 hours Contact: Training and Development , 410-545-8017

Designed for: All Managers and Supervisors

ADM400 RELATIVES IN THE WORKPLACE ETHICS TRAINING—MODULE FOUR
1.5 hours Contact: Training and Development , 410-545-8017

Designed for: All SHA employees

SHA Training and Development catalog Page 23



SHA

State Higtway Human Resources

Administration <

EERO005 EER CORE TRAINING FOR APPOINTING AUTHORITIES

4 hours Contact: Employee Services 410-545-5613

This EER half day training course provides managers with instruction on how to conduct an investigation and steps
to follow in the discipline process. The procedures for referral to the Employee Assistance Program (EAP) are dis-
cussed along with the One Day Doctor's certificate requirements. Participants in the workshop get hands on experi-
ence through role

Designed for: managers and supervisors

EER201 ADMINISTRATIVE TECHNICAL REPRESENTATIVE (ATR) TRAINING

4 hours Contact: Employee Services 410-545-5563

This course trains managers and supervisors on how to perform Administrative Technical Representative (ATR) du-
ties. Topics that will be discussed will be the MDOT Substance Abuse Policy, Administration of the Substance
Abuse Program, and responsibilities as an ATR. *All ATRs must attend four hours of training prior to performing
ATR duties.

Designed for: managers and supervisors

HRM010 HOW TO COMPLETE AN ONLINE DTS -1 (EMPLOYEE APPLICATION)

3 hours Contact: Recruitment & Exam 410-545- 2856

This course is designed to instruct employees in the proper filling out and updating of the Maryland Department of
Transportation (MDOT) DTS-1 employment application. The class will provide a thorough introduction to the elec-
tronic DTS-1 document via the MDOT website. The course will begin with an introduction to the DTS-1 employment
application in both its hard copy and electronic formats. Attendees will then be familiarized with navigating the
MDOT employment website and establishing an “employment profile”. Employees will then receive step-by-step
instructions regarding the proper completion of each section of the online application to include: Work Experience,
Training & Education, copying and pasting resumes, and completion of supplements (if applicable). The course will
emphasize the ease of application offered by the MDOT website as well as its importance to career advancement

Designed for: all employees
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ODO002 MANAGING CONFLICT AND DIFFICULT PEOPLE

8 hours Contact: Training and Development , 410-545-8017

This training course provides a variety of techniques to improve communications, decision-making and problem solv-
ing skills. It is designed to help attendees overcome negative behaviors and attitudes and presents ways to resolve

conflict situations. The training course blends lecture, experiential exercise and role-play with "live" case studies
provided by participants.

Designed for: All employees.

ODO005 CREATIVITY AND INNOVATION

8 hours Contact: Training and Development , 410-545-8017

This class introduces participants to ways in which they can unleash their creativity and how creative thought can be

an asset to organizational processes. The class includes a series of experiential exercises, lecture, and group proc-
essing.

Designed for: All employees.

ODO008 EXCELLENT CUSTOMER SERVICE

8 hours Contact: Training and Development , 410-545-8017

This course can enhance participants' customer service skills by highlighting the role of the individual in the service
transaction, the importance of customer perceptions, as well as covering ways to deal with irate customers. This
course stresses that internal customers are just as important as external customers.

Designed for: All employees.
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ODO012 FIVE GENERATIONS AT WORK

7.5 hours Contact: Training and Development , 410-545-8017

At no other time in history have so many generations been working side by side. Each generation has its own dis-
tinct style and characteristics. Each presents a challenge for members of other generations. This class will discuss
the five generations and will show how generational differences can add positively to the richness of the work place.

Designed for: All employees

ODO013 PROBLEM SOLVING AND DECISION MAKING

8 hours Contact: Training and Development , 410-545-8017

This highly interactive workshop will help the participants learn to assess their personal decision-making styles, de-
fine problems, assess the sources or problems, develop creative and effective solutions, anticipate and plan for po-
tential problems resulting from decisions, and strategies to follow up on decisions. The workshop will integrate the
discussion of workplace challenges for application of key learning points. Participants will be presented with deci-
sion-making and problem solving models and tools and have opportunities to practice techniques.

Designed for: All employees.

ODO014 BALANCING WORK AND THE REST OF LIFE

8 hours Contact: Training and Development , 410-545-8017

Work is a very important part of our lives. But it is not the only part. In order to be productive and happy human be-
ings, we need to develop techniques for balancing our work lives and the rest of our lives. This class focuses on
techniques for achieving that crucial balance.

Designed for: All employees.

ODO015 BUILDING POSITIVE RELATIONSHIPS AT WORK

8 hours Contact: Training and Development , 410-545-8017

The workplace is composed of many different people with different personalities and backgrounds. Getting along
with some is more difficult than with others. This class will provide techniques for getting along with even the most
difficult person encountered in the workplace and will focus on what you can do to minimize potential areas of dis-
agreement and maximize

Designed for: All employees.
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0ODO020 GROUP FACILITATION

8 hours Contact: Training and Development , 410-545-8017

This course offers theory and practice in specific skills that can be applied to every situation that calls for group effort
and productive meetings and that will help to bring out the best in individuals and orchestrate a successful group
effort. Topics include team effectiveness, group dynamics and team structure.

Designed for: All employees.

ODO030 MASTERING MEETINGS

4 hours Contact: Training and Development , 410-545-8017

Mastering Meetings provides an opportunity for individuals to expand their abilities to positively impact and contrib-
ute to meetings. Topics include developing a checklist for meeting planning, evaluation of techniques used in meet-
ings and the application of meeting

Designed for: All employees.

ODO031 MANAGING MULTIPLE PRIORITIES

8 hours Contact: Training and Development , 410-545-8017

This training course teaches participants to make the most effective use of one of their most valuable resources -
TIME. Topics include prioritization techniques, delegation, coping with interruptions, and learning to balance work,
family, and social obligations.

Designed for: All employees.
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ODO032 COURAGEOQOUS COACHING

8 hours Contact: Training and Development , 410-545-8017

This class examines the use of influence and persuasion in effective coaching. It covers concepts of effectively
coaching peers and supervisors in order to enhance communication among work teams. The class consists of inter-

active and individual exercises to identify self-motivators and begin to think about how co-workers and managers
might be motivated.

Designed for:  All employees.

ODO033 HIGH PERFORMING TEAMS

8 hours Contact: Training and Development , 410-545-8017

Work teams can be the most collaborative of groups - or the most divisive. How a team works together has far-
reaching effects on productivity, climate, creativity, how service is provided and how customers are treated. Each
team has its own unique dynamics, its own payoff for being a team and its own way of working effectively. This

course helps work groups and teams explore their reasons for being a team, and explore strategies for greater pro-
ductivity and

Designed for: All employees.
0DO040 GIVING RECOGNITION
4 hours Contact: Training and Development , 410-545-8017
This course helps participants acknowledge efforts and accomplishments in meaningful, appropriate ways.

Designed for: All employees
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ODO050 INTERVIEWING FOR EMPLOYEES

8 hours Contact: Training and Development , 410-545-8017

This course covers the major aspects of the interviewing process. The overall goal of this
course is to help participants interview more effectively in order to be more competitive in
the job search process. The course consists of two segments: basic interviewing skills

and techniques in the morning and SHA-focused interviewing techniques in the afternoon.

Designed for: All employees.

ODO051 EFFECTIVE COMMUNICATION

8 hours Contact: Training and Development , 410-545-8017

This continuing education course provides instruction on the major aspects of communicating in the workplace. Topics
include listening skills, feedback, tone, and body language.

Designed for: All employees.

ODO053 BASIC WRITING SKILLS

8 hours Contact: Training and Development , 410-545-8017

This one-day class is the second part to the three business writing classes and builds on the skills taught in the Busi-
ness Grammar class. In this class participants will be introduced to the top ten business writing errors and ways to
identify and correct the errors. SHA writing guidelines will be stressed as well as editing and proofreading principles.
The class includes assessments, individual and group exercises, and much writing practice.

Designed for: All employees.

ODO055 BUSINESS GRAMMAR

8 hours Contact: Training and Development , 410-545-8017

This class is designed for everyone desiring to improve his/her speaking and writing skills. The course will contain
the following topics: punctuation, grammar, eight parts of speech, correct grammatical terms, common misspellings
in business, commonly misused words in business, for instance, the use of "who" and "whom," the use of "me,"
"myself,” and "I," and the use of "he,"” "she," "him," and "her."

Designed for: All employees.
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ODO057 BUSINESS WRITING FOR PROFESSIONALS

8 hours Contact: Training and Development , 410-545-8017

This course goes over the writing process and presents ways of overcoming writer's block. It reviews basic gram-
mar and editing techniques as well as tips to project a more powerful professional image through writing.

Designed for: All employees

ODO060 INTERVIEWING FOR MANAGERS

8 hours Contact: Training and Development , 410-545-8017

This course is an interactive, one-day workshop designed to familiarize supervisors with interviewing techniques and
how the techniques apply to the hiring process. Managers learn to understand why there is a need for these skills,
and how to make more successful hiring

Designed for: Managers and Supervisors, other personnel serving on interviewing panels.

ODO070 NEGOTIATING SKILLS

8 hours Contact: Training and Development , 410-545-8017

This course covers the principles of the negotiation process and helps the participant to apply those principles in
developing one's own successful negotiation behaviors and practices.

Designed for: All employees

ODO080 INTRODUCTION TO PROJECT MANAGEMENT

8 hours Contact: Training and Development , 410-545-8017

This is an introductory course designed to help the participant effectively and efficiently
manage quality projects within the constraints of time, money and resources.

Designed for: All employees.
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ODO081 MANAGING CHANGE

8 hours Contact: Training and Development , 410-545-8017

This training course gives participants an understanding of the human dynamics of
change. Upon completion, attendees will be able to recognize and manage their own
reactions to change and learn ways to proactively cope with the emotional and intellec-
tual challenges of organizational change through the change process.

Designed for: All employees.

ODO090 BUILDING YOUR STRATEGY TOOLKIT

4 hours Contact: Training and Development , 410-545-8017
This course, designed for supervisors and managers, helps participants understand the importance of strategy as
well as gain insight and understanding of how the principles, concepts, and practical tools of strategy may be incor-

porated into leadership competencies. Participants will have the opportunity to work with a variety of strategic plan-
ning tools and explore ways to adapt these tools to what works best for their organization in their unique situation.

Designed for: All employees.

OD100 LEADERSHIP SKILLS FOR NON-SUPERVISORS

8 hours Contact: Training and Development , 410-545-8017
This course provides instruction on developing leadership skills for non-supervisors. This course will examine and

explore leadership practices, procedures, and approaches to improve participants' ability to lead and motivate em-

ployees. The course stresses the fact that everyone is a leader and has the ability to influence people, whether in a
supervisory position or not.

Designed for: Target Audience: All Non-Supervisors

OD401 MANAGEMENT ONBOARDING (E-LEARNING)

1 hours Contact: Training and Development , 410-545-8017

Effective onboarding increases the time it takes for a new manager to realize desired productivity. This course pre-

sents a systematic process for establishing a positive path for a new manager early in his/her career to help ensure
that person is effective as soon as possible.

Designed for: Hiring managers/supervisors of managers new to a job or position.

SHA Training and Development catalog

Page 31



SHA New Supervisors Training Program (NSTP)
State Hiof I\\d\

Mmlnlsl!allen

New Supervisors Training Program (NSTP)

The New Supervisor Training Program (NSTP) is an eight-week program designed to introduce permanent employ-
ees new to supervision or new to supervision at SHA to leadership and management skills as defined by SHA's
Senior Management Team.

A “new” supervisor is defined as one who has been promoted to a supervisory position within six months to a year
of the program recruitment and performs the full range of the following duties:

. Assigns varied projects having prescribed methods;

. Reviews work;

. Issues formal disciplinary reminders, warning and reprimands;
. Recommends hiring, promoting and firing;

. Approves leave;

. Determines and resolves procedural problems within the unit;
. Serves as a spokesperson for subordinates;

. Explains policies and directives from management;

. Conducts performance appraisals.

© 00 ~NO UL WN P

In today’s environment, supervisors encounter a myriad of situations, increased use of technologies, and ever-
changing legal requirements. Therefore, the New Supervisor Training Program has been implemented to expose
participants to interactive courses including but not limited to case studies, role-playing, presentations, videos,
group discussions, and lectures that will address the skills needed to be an effective and efficient supervisor.

Program Objectives

e Provide a foundation of technical skills enabling supervisors to effectively carry out day-to-day management of
employee performance, administration of policy and management of processes;

e Assist supervisors in developing interpersonal skills;

e Build increased self-awareness of personal attributes and leadership style to enhance supervisory interactions
with a diverse group of people in the workplace.

Program Benefits

e Develop strategies for performance planning and review;

e Make use of Professional Development Plans (PDP’s) more effectively;
e Be able to function as a leader who is “fair, firm, and flexible”;

e Establish strategies that involve staff in decision-making opportunities;
e Become more confident in communicating expectations; and

e Learn how to handle employee’s performance problems.
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NSTP101  MAKING THE TRANSITION FROM PEER TO SUPERVISOR

8 hours Contact: Training and Development , 410-545-8017

This class addresses making a successful transition from the role of a peer or coworker to a leadership posi-

tion. It poses many unique challenges. In this seminar, attendees will have an opportunity to examine several
critical issues to assist them in the transition.

Designed for: New Superrvisor Training Participants ONLY

NSTP102 COACHING FOR EMPLOYEE DEVELOPMENT

8 hours Contact: Training and Development , 410-545-8017

This class addresses using Feedback and Coaching as powerful tools for use in the performance improvement
of direct reports.

Designed for: New Supervisor Training Program participants ONLY

NSTP105 INTERPERSONAL SKILLS

8 hours Contact: Training and Development , 410-545-8017

This class provides instruction on the comprehension of the skills and competencies required to relate well with oth-
ers in the workplace. Today, building positive work relationships to impact productivity, profitability, customer satis-
faction, retention and safety is a goal for many organizations and institutions.

Designed for: New Supervisor Training Program participants ONLY
NSTP106 CUSTOMER RELATIONS FOR SUPERVISORS
8 hours Contact: Training and Development , 410-545-8017

This class provides quick and effective training on how to deliver the best possible customer service - the kind of
service that keeps clients and customers satisfied. Participants will walk away from this program with new ideas on
how to enhance business, and with new skills for implementing those ideas immediately.

Designed for: New Supervisor Training Program participants ONLY
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NSTP107 LEADING TEAMS WITH A "SHA" PERSPECTIVE

8 hours Contact: Training and Development , 410-545-8017The best ! !m |ﬂ

functioning teams and team leaders sometimes find that they face challenges. In this program
participants will be provided with the knowledge and skills needed to be outstanding team/group
leaders. Participants will also learn to bring their team/groups to a higher level by confidently man-
aging tasks and motivating members to be the best they can be.

Designed for: New Supervisor Training Program participants ONLY

NSTP109 INTRO TO HR

4 hours Contact: Training and Development , 410-545-8017

The class provides participants with a brief overview of the Human Resources Division (HR) at State Highway Ad-
ministration. We’'ll introduce each of the four HR Divisions (Classification, Employee Services, Employer-Employee
Relations, and Recruitment & Examination) and provide practical information about how we can help supervisors in
their new role. Topics include, but are not limited to: personnel policies, recruiting and hiring employees, reclassifica-
tion process, personnel transactions, health, retirement and leave benefits, and

Designed for: New Supervisor Training Program participants ONLY

NSTP112 SICK LEAVE MGMT

4 hours Contact: Training and Development , 410-545-8017

This class focuses on providing SHA’s supervisors with material on productive management of human resources.
Topics include: personnel policies, issues related to hiring new employees, employee supervision, sick leave man-
agement and evaluation of employee performance. It establishes a guiding framework for supervision that is aligned
with SHA’s mission, and provides practical tools that can be immediately applied to the job. The basics of the Trans-
portation Service Human Resources System (TSHRS) policies are also covered.

Designed for: New Supervisor Training Program participants ONLY
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NSTP113 FINANCIAL MANAGEMENT AND ACCOUNTABILITY

4 hours Contact: Training and Development , 410-545-8017

This class addresses major SHA financial processes and procedures essential to unit business operations. It pro-
vides participants with key information and resources applicable to their current or prospective jobs.

Designed for: New Supervisor Training Program participants ONLY

NSTP114 INTRO TO OFFICE OF EQUAL OPPORTUNITY

4 hours Contact: Training and Development , 410-545-8017

Designed for: New Supervisor Training Program participants ONLY

NSTP115 CHOOSING TO LEAD

8 hours Contact: Training and Development , 410-545-8017

This course is designed for supervisors to identify their preferred leadership style and bases of personal power. Par-
ticipants will learn how to adapt alternative styles and diverse approaches to appropriate groups and situations in a
hierarchical organization.

Designed for: New Supervisor Training Program participants ONLY

NSTP116 NSTP WRAP UP

8 hours Contact: Training and Development , 410-545-8017

Program Completion Wrap-Up
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E-LEADOOO E-LEAD ORIENTATION
2 hours Contact: Training and Development , 410-545-8017

Program Overview; Myers-Briggs Type Indicator; Introduction to the Program Sponsor

Designed for:E-Lead participants only

E-LEADOO1 DEFINING EMOTIONAL INTELLIGENCE

3.5 hours Contact: Training and Development , 410-545-8017

Does IQ determine your destiny? For years, that was an overriding belief. However, new behavioral research
shows that 1Q provides, at best, a narrow view of human intelligence. Factors such as self-awareness, impulse
control, persistence, zeal, self-motivation, empathy, and social deftness contribute greatly to an individual's
success. These qualities, termed "emotional intelligence," often determine if people excel in life, relationships,
and the workplace. In this course, you'll learn more about these specific characteristics and how they influence
every area of your life.

Designed for:E-Lead participants only.

E-LEADO0O2 EMOTIONAL INTELLIGENCE IN THE WORKPLACE
1.5 hours Contact: Training and Development , 410-545-8017

What makes someone a top performer in the world of work? If you think high 1Q, advanced degrees, analytical
skills, and technical expertise are the answer, it's time to think again. Experts now agree that Emotional Intelli-
gence often determines who will climb the corporate ladder and who will be passed over. Exciting new research
shows that, unlike 1Q, Emotional Intelligence can be developed and increased during any point in your career.
This course identifies some of the common misconceptions about intelligence at work and defines three key
areas of focus: self-awareness, self-regulation, and motivation.

Designed for:Supervisors, Managers, Team Leaders

E-LEADO0O3 PUTTING KNOWLEDGE TO WORK
4 hours Contact: Training and Development , 410-545-8017

Can you imagine a successful company investing in a powerful machine and then just letting it sit in the ware-
house? Knowledge, like a machine, must be used to create something positive for your company. If not, it's
wasted. Unlike a machine, the beauty of knowledge is that it can be used, leveraged, and applied without di-
minishing. The key is to find the knowledge in your company, share it, and leverage it. This is the process that
will really bring you, and your organization, the results you want.

Designed for:E-Lead participants only.
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E-LEADO004 LEADING HIGH-PERFORMANCE ON-SITE TEAMS
3.5 hours Contact: Training and Development , 410-545-8017

Successful on-site teams are characterized by clear direction, team member trust, and effective communica-
tion and conflict-resolution strategies. In the early stages of team development, leaders must set up struc-
tures and processes that support the development of these team characteristics. This course offers strate-
gies for leading an on-site team during the first two stages of team development--forming and storming. It
outlines steps for defining a project and offers strategies for gaining commitment and building trust among
team members. It also presents techniques for encouraging communication and collaboration. Finally, this

course provides easy to follow steps for resolving conflicts. By using these strategies, team leaders can build
high-performance on-site teams.

Designed for:E-Lead participants only.

E-LEADOOS LEADING CHANGE FROM THE FRONT LINE

2.5 hours Contact: Training and Development , 410-545-8017

Designed for:E-Lead participants only.

E-LEADO06 ORGANIZATIONAL CULTURE AND LEADERSHIP
2.5 hours Contact: Training and Development , 410-545-8017

Designed for:E-Lead participants only.
E-LEADO07 STRATEGIC PLANNING AND RISK MANAGEMENT
2.5 hours Contact: Training and Development , 410-545-8017
Understanding how to excel in a climate of risk using strategic planning is crucial in today's business environ-
ment. This course will help you analyze where your business is going and how it should get there. This will

help you successfully navigate the dangers inherent in risk taking. Minimizing your risk through strategic
planning is planning for your success.

Designed for:E-Lead participants only.
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E-LEADO0O8 THE IMPERATIVES OF INNOVATION AND LEADERSHIP IN
2.5 hours Contact: Training and Development , 410-545-8017

This course is designed for individuals aspiring to become strategically focused in their business operations
and to innovate and lead change in their organizations. As organizations strive to keep abreast of a fast-
changing business environment, the need for innovation increases. While some companies focus on incre-
mental and continuous innovations, other companies have managed to create disruptive innovations, chal-
lenged existing incumbents, and created entirely new markets for their products or services. However, with-
out leadership, many of these innovations go unrealized, as not all managers have the leadership qualities
that ensure success. This course focuses on preparing operational managers to appreciate the relationship
between innovation and leadership.

Designed for: E-Lead participants only.

E-LEADOO9 PRESENTING SUCCESSFULLY

3 hours Contact: Training and Development , 410-545-8017

There are a number of basic types of presentations, but all presentations have four things in common: a pre-
senter, an audience, a venue, and a message. This course concentrates on showing how each of these vital
elements has to be taken into account when preparing a presentation. Presenting is a skill that needs to be
learned and practiced, starting with how you prepare, and you will be shown a simple but powerful method
for selecting the right content, and then structuring it. Controlling nerves is an important part of preparing,
and this course helps you to remove anxieties in the presentation environment by making sure that the
venue is set up correctly, and ensuring that you rehearse appropriately.

Designed for:E-Lead participants only.

E-LEADO010 MYERS-BRIGGS ASSESSMENT
1.5 hours Contact: Training and Development , 410-545-8017

Designed for:E-Lead participants only.

E-LEADO11 E-LEAD CLOSEOUT
3 hours Contact: Training and Development , 410-545-8017
Program Sponsor will close out the program. Evaluations will be com-

pleted during this session.

Designed for:E-Lead participants only.
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What is the Professional Enrichment Program?

An employee’s professional development is about preparing today for tomorrow’s opportunity.
The Professional Enrichment Program (PEP) is an eight week program is designed to development leadership

skills for those aspiring to prepare for leadership positions. This training is open to all employees of the SHA that
are currently in a non-supervisory role.

Utilizing a blended learning approach inclusive of classroom style, videoconferencing, online training, Webinars,
books and discussion boards, PEP also offers an opportunity to shadow a past/present Advanced Leadership Pro-
gram (ALP) member or an upper level Manager and to become a part of the Toastmasters Program, a proven tool
used in business to enhance the overall professional public speaking experience.

PEP’s curriculum is designed to instill the confidence and self motivation to realize career goals and understand
SHA's Leadership Competencies: Leading People, Leading into the Future, Business Focus, Interpersonal Focus
and Performance Excellence.

Developmental Programs will host PEP twice per fiscal year; Fall and Spring respectively. Once you have success-
fully completed all of the required components, you will be eligible to receive a PEP certificate of completion.

Program Benefits

Upon completion, the Employee will understand how to increase their skills in the following areas:

e Solving Conflict

e Managing Priorities / Deadlines

e Learning Effective Decision Making Techniques
e Promoting Effective Teamwork

e Motivating with a Positive Influence

e Understanding Generational Differences

e Preparing for Expanded Roles/Responsibilities
e Making Decisions Ethically

Program Eligibility

e Must be a permanent SHA employee with 3 years experience;
e Must have your Supervisor's/Manager’'s written approval,
e Must be a Non-Supervisor interested in becoming a supervisor;

e Must have “Meets Standards” on past two Performance Appraisals (no disciplinary actions allowed);

Must have high school diploma / GED.
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Required Components

Must complete each of the following:

Orientation / Goal Setting — {Classroom/Videoconferencing}

Leadership For Non-Supervisors —-{Classroom/Videoconferencing}

Performance Measurements —{Workshop/Videoconferencing}

“7 Habits of Highly Effective People” or “Who Moved My Cheese?” {Book/Online/Activity}
Workplace Diversity — {Classroom/Videoconferencing}

Difficult People In Workplace Environment — {Online}

Listening Basics — {Online}

Making Decisions Ethically — {Online}

Technology Requirement-{Online Elective}

Toastmasters / Wrap-Up Module —{Classroom/Videoconferencing}

Program Criteria

Must attend/complete Orientation, all training and/or online modules, webinars, book assignments & all
given activities;

Must complete a Leadership Practices Inventory (LPI) Assessment;

Must select/meet twice with a Mentor;

Must shadow an ALP member (current or graduate) or upper level Manager at least once during the
eight weeks.

Must complete overall online evaluation upon program completion.
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PEP 001 PROFESSIONAL ENRICHMENT PROGRAM ORIENTATION
8 hours Contact: Training and Development , 410-545-8017

The morning Orientation for PEP is an overall session to discuss all the components of the entire Program. The Develop-
mental Programs Department will deliver all pertinent information for the individual trainings, activities, dates, assess-
ments, evaluations and inclusive of a full introduction to the golearn.gov website and SHAREPOINT.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 002 GOAL SETTING
4 hours Contact: Training and Development , 410-545-8017

The Goal Setting portion will give you concrete steps for building a better professional life. During this session you will
set goals to obtain over the next 7 weeks, inclusive of action items and steps needed to reach said goals.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 003 THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE
7 hours Contact: Training and Development , 410-545-8017

Based on the proven principles found in Dr. Stephen Covey's best selling business book, The 7 Habits of Highly Effective
People, is training that will help your employee achieve sustained superior results by focusing on making individuals and
leaders more effective. Participants gain hands-on experience, applying timeless principles that yield greater productiv-
ity, improved communication, strengthened relationships, increased influence and a better focus on critical priorities.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 004 LEADERSHIP FOR NON-SUPERVISORS
7 hours Contact: Training and Development , 410-545-8017

This course provides instruction on developing leadership skills for non-supervisors. You will examine and explore leader-
ship practices, procedures and approaches to improve participants' ability to lead and motivate employees. The course
stresses the fact that everyone is a leader and has the ability to influence people, whether in a supervisory position or
not. Training includes a combination of lecture, discussion, experimental exercises, assessment, video clips and case
studies.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 005 PERFORMANCE MEASUREMENT
7 hours Contact: Training and Development , 410-545-8017

This training module is designed to introduce you to the current process and flow of the SHA Business Plan. In addition,
you will also have a chance to learn about your specific areas through your local Business Plan areas as well.

Designed for: Professional Enrichment Program Participants ONLY!
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PEP 006 GENERATIONAL DIVERSITY
7 hours Contact: Training and Development , 410-545-8017

This training will focus on various gifts from each generation, being able to connect at every level, doing
away with stereotypes as well as sharing/leaving a legacy.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 007 DIFFICULT PEOPLE IN THE WORKPLACE
7 hours Contact: Training and Development , 410-545-8017

This course will guide in your journey to coping effectively with difficult people. You'll learn step-by-
step methods and processes to help you identify difficult people to cope and communicate with them.
With the help of this course, you'll no longer have to be frustrated or intimidated by difficult people.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 008 LISTENING BASICS
7 hours Contact: Training and Development , 410-545-8017

This course will familiarize you with the communication and listening processes and how listening functions within com-
munication. You will discover the factors and variables that influence communication and listening and learn strategies to
overcome weak listening skills. You will apply these skills to business-based examples. Knowing the basic communica-
tion and listening processes will make you aware of where communication can be adversely affected.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 009 MAKING DECISIONS ETHICALLY
7 hours Contact: Training and Development , 410-545-8017

This course provides the conceptual framework for discussing business ethics and the tool kit for making
ethical decisions.

Designed for: Professional Enrichment Program Participants ONLY!

PEP 010 PROGRAM WRAP UP
7 hours Contact: Training and Development , 410-545-8017

During the Wrap-Up Module, participants will take a look at those items listed on the original goal sheet
and be encouraged to take advantage of continuous learning.

Toastmaster Representatives has been invited to deliver an overview of the Toastmaster Club. Participants practice and
learn skills by filling a meeting role, ranging from giving a prepared speech or an impromptu one to serving as timer,
evaluator or grammarian. There is no instructor; instead, each speech and meeting is critiqued by a member in a posi-
tive manner, focusing on what was done right and what could be improved. Good communications tend to be good lead-

ers.

Designed for: Professional Enrichment Program Participants ONLY!
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PEP 011 LEADING THE 4 GENERATIONS IN THE WORKPLACE
7 hours Contact: Training and Development , 410-545-8017

This training will focus on various gifts from each generation, being able to connect at every level, doing away with
stereotypes as well as sharing/leaving a legacy.

Designed for: Professional Enrichment Program Participants ONLY!
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(GETP) began in 1983, and since that time more than 500 participants have com-
pleted the program. Each new graduate engineer at SHA has a remarkable opportu- §
nity to put his or her skills to use as this three-year program is designed to support
new engineers with continuous professional development. Participants gain experi-
ence in different areas of SHA while being exposed to the organizational culture,
people and day-today operations. GETP is divided into two tracks of study: a De-
sign Track and an Operations Track. GETP is intended to provide participants ex-
posure to other areas of SHA stressing the relationship of each to our core mission.
This will be accomplished through: classroom lectures, individualized training, mentoring and rotational assign-
ments.

e

Program Requirements:
All Core modules, Three Elective modules and Cross functional rotations up to six Months

The Core Modules

The core modules will introduce participants to the Leadership Team at SHA and is intended to convey an under-
standing of the mission and values of the organization. In addition, candidates will learn the significance of manag-
ing their time effectively; and how it affects their prioritization, delegation and coping skills. Effective presentations
will also be offered. All course work is intended to be completed within the first two years of the program.

The Design Track

The Design Track will focus efforts on developing technical skills in the project development process. Nationally
recognized courses in geometric design and capacity analysis will be given. Three electives will be chosen from a
menu of six to allow participants to gain insight into the role of a specialty area that relates to their chosen office.
Participants are encouraged to discuss the possible electives with their supervisors to identify classes that follow
their particular interest areas or that will convey a better understanding of the overall process.

The Operations Track

The Operations Track will focus on the operational functions within the organization, including District Offices, Of-
fice of Traffic and Safety, Office of Maintenance, Office of Materials and Technology, Office of CHART and Office
of Construction. Program participants will learn about the functions of each area as well as how these offices inter-
act with each other and the entire organization. Operations Track participants will work with their supervisor to
tailor their electives in support of their career interest and goals. They will coordinate with their supervisor their ro-
tational assignments in both construction and an area that their particular office interacts with on a regular basis.
Assignments will be structured so that the participant will gain some insight to the issues and challenges that exist
in the working relationships between the offices.

The Rotational Assignments

Cross functional rotation assignments are intended to give participants a greater appreciation of the challenges and
needs of the “other side” of the SHA organization. A combination of assignments over a period of six months is
targeted for completion within the third year of the program. The number of participants and the needs of the home
office may require that this assignment occur earlier.

Mentoring

The Mentoring requirement of the GETP provides additional leadership, development and guidance to participants
and each participant is encouraged to select a mentor. Please consult with the GETP Program Manager for more
information. GETP will not only allow you to form bonds with other participants, but you will also receive an educa-
tion that stretches beyond the classroom.

Contact: Training and Development , 410-545-8017



GETPO1 EXECUTIVE LEADERSHIP FORUM

4 hours Contact: Training and Development , 410-545-8017

This is the first of the mandatory training modules for the Engineers, with the presentation being hosted by the

Graduate Engineer Training Program (GETP) Manager. This module outlines the various functions of SHA, GETP
and its rotatation requirements.

The engineers are then invited to join the Administrator and all Deputies in the Executive Conference Room and are
given the opportunity to learn about their new Sponsors, and are also given advice on how to be successful in their

new career. They are prompted beforehand to bring any/all questions to the Management Team and engage in a
mutual question and answer

Designed for: Graduate Engineer Training Program Participants ONLY

GETPO2 NEPA PROCESS

8 hours Contact: Training and Development , 410-545-8017

This Office is responsible for short and long-range planning, project planning, environmental planning, programming,
scheduling and highway statistics, including production of maps and maintenance of the Administration's primary
highway information database. During this two day session you will have an opportunity to learn the firsthand func-
tion of this Office and how it fits into the State Highway Administration mold.

Designed for: Graduate Engineer Training Program participants ONLY

GETPO4 PROJECT DEVELOPMENT PROCESS

8 hours Contact: Training and Development , 410-545-8017

To develop excellent project engineers and managers with the knowledge, skills and tools to produce successful

projects. This module was created for the SHA organization and incorporates the entire stages of a project from it's
inception to completion.
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Designed for: Graduate Engineer Training Program participants ONLY

GETPO5  TRAFFIC DESIGN & OPERATIONS (OOTS)

24 hours Contact: Training and Development , 410-545-8017

With the increasing congestion on our highways and limited availability of capital funds, the role of traffic & safety are
vital to designing highways and bridges. Accident studies and human actors engineering are among the topics con-
sidered in the module.

Designed for: Graduate Engineer Training Program participants ONLY

GETPO6 = GEOMETRIC DESIGN

40 hours Contact: Training and Development , 410-545-8017

This five day mandatory module is given by Northwestern University. The course is intended for engineers who de-
sire an understanding of the concepts and interrelationship among the geometric, functional, safety and aesthetic
aspects of highway location and design.

Designed for: Graduate Engineer Training Program participants ONLY

GETPO7 HIGHWAY CAPACITY

16 hours Contact: Training and Development , 410-545-8017

This two-day module reflects the most current thinking, discussions, and techniques of capacity analysis as they
have evolved in the development of the highway capacity manual. The program content includes traffic characteris-
tics, capacity and level of service, service volumes, factors affecting capacity, microprocessor applications in capac-
ity analysis, signalized intersection capacity, unsignalized intersection capacity, pedestrian capacity analysis, capac-
ity of street and highway sections, and evaluation of arterial street system.
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Designed for: Graduate Engineer Training Program participants ONLY

GETPOS8 INTRODUCTION TO THE OFFICE OF ENVIRONMENTAL DESIGN

8 hours Contact: Training and Development , 410-545-8017

Office of Environmental Design module will provide an overview of the Administration’s mission to incorporate envi-
ronmental design, compliance, and stewardship as a fundamental and integral component of our highway projects.

Designed for: Graduate Engineer Training Participants ONLY

GETPO9 MATERIALS AND TECHNOLOGY

8 hours Contact: Training and Development , 410-545-8017
Determining which materials to use is crucial to ensuring sound structural integrity. Should it be bituminous or con-
crete? What types of soils are best for what types of structures? How can we use recycled materials more effec-

tively? These questions and more will be discussed

Designed for:Graduate Engineer Training Program participants ONLY

GETP11 DISTRICT OPERATIONS

8 hours Contact: Training and Development , 410-545-8017

Our seven engineering districts each have their own unique way of "engineering”. Using special projects as demon-
strations, this module will expose you to district operations, explain why they do what they do.

Designed for: Graduate Engineer Training Program participants ONLY

GETP13 EFFECTIVE PRESENTATIONS

8 hours Contact: Training and Development , 410-545-8017

This course will introduce you to the SHA strategic communication and presentation model and will provide the skills
necessary to deliver clear, concise, informative briefings. For this workshop, you will be asked to present a two-
minute speech on any topic of your choice. Your colleagues in the workshop will identify your strengths and offer sug-

gestions for improvement.
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Designed for: Graduate Engineer Training Participants ONLY

GETP14  TIME MANAGEMENT

8 hours Contact: Training and Development , 410-545-8017

Everyone has different ways to deal with priorities and stress. This combined module gives insight and alternative
techniques for managing

Designed for: Graduate Engineer Training Program participants ONLY

GETP17 HIGHWAY OPS - CHART

8 hours Contact: Training and Development , 410-545-8017

An introductory session on the five functional areas of the CHART program (Coordinated Highways Action Re-
sponse Team).

Designed for: Graduate Engineer Training Program participants ONLY

GETP22 HIGHWAY MAINTENANCE

8 hours Contact: Training and Development , 410-545-8017

It is the mission of the Office of Maintenance to provide leadership and support to all maintenance operations and
personnel in order to continuously improve our highway systems, facilities, equipment and communications as ac-
complished through the Statewide Maintenance

Designed for: Graduate Engineer Training Program participants ONLY

GETP32  ARCHITECTURAL/ENGINEERING PROCUREMENT

8 hours Contact: Training and Development , 410-545-8017

Consultant services division will give a presentation on how SHA and other transportation administrations (MAA,
MDTA, MPA, MTA and MVA) procure a/e contracts. Discussions will cover project development through construc-

tion to maintenance.
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Designed for: Graduate Engineer Training Program Participants (ONLY)

GETP37 PARTNERING

4 hours Contact: Training and Development , 410-545-8017

Partnering (1/2 day session) focuses on SHA's Partnering Program to build and maintain good working relationships
with the highway industry. The principles of partnering have been accepted not only by Maryland, but in many State
DOT agencies throughout the country.

Designed for: Graduate Engineer Training Program participants ONLY

GETP38 CONSTRUCTION ADMINISTRATION

4 hours Contact: Training and Development , 410-545-8017

Construction Planning (half-day) training portion includes reviewing and analyzing all construction contract claims to
ensure that costs and/or time adjustments are justified.

Designed for: Graduate Engineer Training Program participants ONLY
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AUDITO1 INTERNAL CONTROLS TRAINING
4 hours Contact: Office of Audits 410-545-8724

Internal Controls training - This training program has been designed by the Office of Audits to assist all
employees, particularly management, within SHA in gaining an understanding of basic internal controls,
e.g., maintaining proper supporting documentation, segregation of duties, approval hierarchy,
safeguarding of assets, etc., with respect to activities including: Bi-weekly Timecards,

Expense Statements, Procurement (small and large), Purchasing Cards, Cash Receipts, Petty
Cash/Imprest Funds, Fixed Assets, Materials and Supplies, Architectural and Engineering (A&E)
Contracts, Open-End Time and Materials Contracts, State Issued Cell Phones, and A&G Budgets.

Designed for: All employees, particularly management, within all offices of SHA as identified by the
respective Senior Manager for each office.

AUDITO3 INVOICE VERTIFICATION AND PAYMENT TRAINING

4 hours Contact: Office of Audits 410-545-8724

This training has been designed by the Office of Audits to provide direction within SHA to achieve
effective management control over consultant invoice payments related to Architectural & Engineering
(A&E) contracts, including design, inspection and miscellaneous engineering services.

Designed for: SHA employees who are involved in reviewing and/or approving A/E consultant invoices.

SHA Training and Development catalog



SHA

CCO010 BASIC CUSTOMER CARE MANAGEMENT SYSTEM

2 hours Contact: Office of Customer Relations and Information 410-545-0305

Designed for: all employees who utilized the CCMS

CCO020 ADVANCED CUSTOMER CARE MANAGEMENT SYSTEM

2 hours Contact: Office of Customer Relations and Information 410-545-0305

Designed for: all employees who utilized the CCMS
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EEOO023 EEO TITLE V11 TRAINING
8 hours Contact: Office of Equal Opportunity 410-545-0319

The topics to be discussed are:

Diversity and Cultural Awareness Training
Sexual Harassment Prevention

Sexual Orientation and Gender Issues
Discrimination Law

Workplace Issues

Conflict Resolution

Designed for: All SHA employees.

EEOO024 CULTURAL COMPETENCE
3 hours Contact: Office of Equal Opportunity 410-545-0319

The topics to be discussed are:

Avoiding and Managing Workplace Discrimination
Importance of Diversity

Multicultural Communication

Improving Cultural Competence

Conflict Styles

Effective Confict Resolution

Designed for: All SHA employees.
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FIN100 CORPORATE PURCHASING CARD TRAINING

1 hours Contact: Office of Finance 410-545-5543

This course is designed for new credit card holders, their proxies, and current cardholders who are referred. The
instructor reviews the Corporate Purchasing Card Program policies and procedures manual and provides hands on

maneuvering in the Corporate Purchasing system. This is required for those individuals who will be issued a Corpo-
rate Purchasing Card.

Prerequisite: Approval for a Corporate Credit Card and completion of Small Procurement

Designed for: This is required for those individuals who will be issued a Corporate Purchasing

FIN501 WEBFOCUS OVERVIEW

4 hours Contact: Office of Finance 410-545-5700

This course is designed for the new WebFocus user. This course will focus on log-in

procedures, types of users, report design and the running of reports. Prerequisite is a
WebFocus account.

Designed for: New WebFocus users.

FIN502 FMIS INITIATOR TRAINING

3 hours Contact: Office of Finance 410-545-5700

This course is an introductory level course for new FMIS initiators. The course will focus on FMIS coding and the
initiation of a variety of FMIS documents including Requisitions, Purchase Orders, Direct Purchase Orders, Blanket
Purchase Orders, Receiving Reports, Direct Vouchers and Vouchers.

Prerequisites: Participants must have completed Course PRO001, Basic Small Procurement

Training. Participants must have an active, current FMIS Log-in ID. In addition, participants

Designed for: all employees who utilize FMIS
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PROO001 BASIC SMALL PROCUREMENT TRAINING

8 hours Contact: Office of Procurement and Contract Management 410-545-5715

This course covers the following topics: general overview of small procurement, small procurement policy and pro-
cedures, special procurements, and preferred vendors.

Designed for: All employees with procurement responsibilities.

PROO005 SMALL PROCUREMENT OVERSIGHT TRAINING

4 hours Contact: Office of Procurement and Contract Management 410-545-5715

The course is for training of managers/head persons who supervise and approves small procurements. The train-
ing covers a review of SHA's small procurement process requirements and FMIS additional element coding.

Designed for: All employees with procurement responsibilities.

PRO080 SMALL PROCUREMENT CERTIFICATION

16 hours Contact: Office of Procurement and Contract Management 410-545-5715

This course covers the following topics: MD State and SHA Procurement Overview, Definitions and Terms, Com-
petitive Sealed Bidding, SHA's Bidding Policy, Ethical Considerations, Documentation and Files, Specification
Preparation, Small Business Preference and Small Business Reserve Program, Minority Business Enterprise

(MBE), Statewide (DGS) Contracts, Handling of Non-Routine Procurements, FMIS Processing, Invoice Processing,
and Inventory

Designed for: All employees with procurement responsibilities.
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ENV100 PESTICIDE APPLICATOR REGISTRATION
8 hours Contact: Office of Environmental Design 410-545-8641

This is a one day first time pesticide training course designed to give Landscape and District Maintenance personnel an
introduction to the use of pesticides. The course will include the following subjects: pesticide laws and regulations, label
comprehension, safety and the environment, application techniques, integrated pest management, record keeping, and
public relations. Participants will receive a Maryland Department of Agriculture (MDA) photo identification card and will
be permitted to apply pesticides under supervision of a holder of Public Agency Pesticide Applicator Certificate.

Designed for: Transportation Engineers, Resident Maintenance Engineers, Assistant Resident Maintenance Engineers, Fa-
cility Maintenance Supervisors, Highway Technician Managers, Facility Maintenance Technician Supervisors, Herbicide ap-
plicators

ENV210 PESTICIDE CORE AND R-O-W PRE-TEST CERTIFICATION
hours Contact: Office of Environmental Design 410-545-8641

This is a one day course designed to give Landscape and District Maintenance supervisory personnel a study review to
assist in passing the Maryland Department of Agriculture's (MDA) Core Pesticide and Right-of-Way Exams to obtain a
Public Agency Pesticide Applicator Certificate. Pre-requisite for the training is to be registered with MDA at least one year
prior to taking the exam or the completion of a degree or academic certificate in a biological field of study.

Designed for:

ENV210T PESTICIDE CERTIFICATION PROOF OF APPLICATOR
2 hours Contact: Office of Environmental Design 410-545-8641

ENV 210 T ( Recommend ENV 210 study session) Core and Right of Way Exams administered by MDA bi-monthly at
Salisbury Monday - Frederick Wednesday - Annapolis Friday. Core and Right of Way Exams are multiple-choice and
closed book. Each applicant must pass the Core exam which covers basic pesticide information and laws and at least one
specific category exam with a 70% or higher score. Please note, that the Core is not considered a Category of Pest Con-
trol.

Designed for:

ENV300 DNR TREE CARE EXPERT CLASS

16 hours Contact: Office of Environmental Design 000-000-0000

The Department of Natural Resources (DNR) Forest Service provides this training for state, county and municipal public
agency employees involved in the planting and maintenance of roadside trees. The training will cover Roadside Tree Law
as well as tree biology, identification, and care. IMPORTANT NOTE: Students MUST download a copies of the “Public
Agency Employee Roadside Tree Care Exam Study Guide” and the Tree Care Expert Exam Application before the class.
The Study Guide and Exam Application can be downloaded at DNR’s web site at: http://www.dnr.state.md.us/forests/
publicemployeesstudyguide/index.html This documentation must be brought with you to the class. DNR will NOT provide
copies of the study guide at the class. The class (ENV300) is typically two days in length with a three hour exam
(ENV300T) schedule two to three weeks later.

Unit Training Coordinator Note: Employees must to be registered in LMS for both activities ENV300 &

ENV300T separately.

Designed for: State, county and municipal public agency employees that are involved in the planting
and maintenance of roadside trees.
Maintenance Employees >> Who should attend: This class is considered core training for
FMTIV, FMS I, ARME and RME classifications,
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ENV300T DNR TREE CARE EXPERT EXAM
3 hours Contact: Office of Maintenance 410-582-5555

ENV300T is the exam for the DNR Tree Care Expert Certification class (ENV300) and is typically held
two to three weeks after the training class.

Unit Training Coordinator Note: Employees must to be registered in LMS for both activities ENV300 &
ENV300T seperately.

Designed for: State, county and municipal public agency employees that are involved in the planting
and maintenance of roadside trees.
This certification is core for FMTIV, FMS I, ARME and RME classifications, and is one of a
number of an elective requirements for FMT

ENV400 CHESAPEAKE BAY FIELD TRIP
8 hours Contact: Office of Environmental Design 410-545-8643

Environmental Sensitivity training run by the Chesapeake Bay Foundation. It is a one-day hiking and
boating trip in the Chesapeake Bay and its tributaries

Designed for: Employees actively involved in project production - design and inspection

ENVC100 ENVIRONMENTAL COMPLIANCE TRAINING

3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel

ENVC101 LEVEL C UST OPERATOR TRAINING

3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel

ENVC102 LEVEL A-B UST OPERATOR TRAINING

3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel

ENVC103 VEEDER-ROOT ALARMS AND ALARM RESPONSE PROCEDURES

3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel

ENVC104 MANUAL TANK GAUGING OF USED OIL USTS FOR RELEASE
3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel
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ENVC105 CONTAINMENT SUMP AND SPILL BUCKET INSPECTION AND
3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel

ENVC106 INCON ALARMS AND ALARM RESPONSE PROCEDURES

3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel

ENVC107 INTERSTITIAL MONITORING FOR RELEASE DETECTION OF
3 hours Contact: Environmental Compliance Division 410-582-5589

Designed for: Designated personnel
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HDVO12 MDE GREEN CARD TRAINING
4 hours Contact: Office of Environmental Design 410-545-8628

This Course provides a basic overview of the environmental impacts caused by erosion and sediment deposition, a brief
review of the Maryland laws that regulate sediment discharge, and a discussion on the standard erosion and sediment
controls contained within the 1994 Maryland Standards and Specifications for Soil Erosion and Sediment Control publica-
tion from MDE. A test follows at the end of the class. Successful attendees will receive MDE recognized certification.

Designed for: Designated Personnel

HDVO13 SHA BASIC EROSION AND SEDIMENT CONTROL (Yellow Card)
12 hours Contact: Office of Environmental Design 410-545-8628

The basic ESC course is mandatory for contractor superintendents and ESC managers and highly recommended for con-
tractor project managers. The basic ESC course is a prerequisitie to the Designer ESC course. The basic ESC course will
be offered on a regular basis by SHA and MDE

Designed for: Designated Personnel

HDVO14 MDE GREEN CARD/YELLOW CARD COMBINATION TRAINING
16 hours Contact: Office of Environmental Design 410-545-8628

Designed for: Designated Personnel

HDVO081 POISONOUS PLANT IDENTIFICATION
1 hours Contact: Office of Highway Development  410-545-8819

Designed for:

HDV101 OHDU KICK OFF/ BUSINESS PLAN
4 hours Contact: Office of Highway Development  410-545-5624
This course provides an overview of responsibilities from all branches of the Office of Highway Development (all seven

divisions.) Participants will also receive information regarding a variety of computer applications such as OHD Intranet,
OHD Office, Te Toolbox, Process Manual and Visidata.

Designed for: Transportation Engineer - 1st Year
To request an exception please contact the training coordinator.
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HDV102 ESSENTIAL CADD
4 hours Contact: Office of Highway Development  410-545-5624

This course provides basic drafting needs such as stationing, labeling, dimensioning, and curve data necessary to prop-
erly prepare roadway plans in an interactive format. Participants will also be instructed on proper file naming conven-
tions as well as proper placement of construction notes.

Designed for: Transportation Engineer - 1st Year
To request an exception please contact the training coordinator.

HDV103 SHEET MECHANICS
4 hours Contact: Office of Highway Development  410-545-5624

This course provides basic information necessary to properly prepare roadway plans, typical sections, pavement details,
profiles, traffic control plans, and intersection details. Students will learn what information is necessary and how to ob-
tain that information.

Designed for: Transportation Engineer - 1st Year
To request an exception please contact the training coordinator.

HDV104 MILESTONES/PROJECT DEVELOPMENT PROCESS

4 hours Contact: Office of Highway Development  410-545-5624

This course provides information that is required at each milestone of a design project. Students will learn what informa-
tion is needed at Design initiation, Pl, Semi-final Review, Final Review and PS&E. They will also be introduced to the
Process Manual. This class will also cover contractor questions and addenda.

Designed for: Transportation Engineer - 1st Year
To request an exception please contact the training coordinator.

HDV105 AASHTO
4 hours Contact: Office of Highway Development  410-545-5624

This course provides important information necessary to prepare construction plans that conform to SHA standards an
AASHTO criteria. This course will cover development of horizontal and vertical alignments, superelevations, design ex-
ception and a variety of other design criteria.

Designed for: Transportation Engineer - 1st Year
To request an exception please contact the training coordinator.

HDV107 PLATS AND SURVEYS

4 hours Contact: Office of Highway Development  410-545-5624
This course provides important information necessary to prepare topographic survey requests, metes and bounds re-
quests and aerial mapping. Students will learn how to prepare a Right of Way request for the preparation of plats. Par-

ticipants will also learn the difference between rights of way, fee simple, easements, dedications and reservations. This
course will also provide interesting background on the history of plats.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.
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HDV108 SYSTEM PRESERVATION
4 hours Contact: Office of Highway Development  410-545-5624

This course provides insight into the world of Community Safety and Enhancement. This course will cover such topics as:
concept development, developing preliminary estimates, and working with the districts. Students will also learn about
different funding categories such as fund 84, fund 76 and fund 87.

Designed for:

HDV109A COMMUNICATIONS I: WRITING

4 hours Contact: Office of Highway Development  410-545-5624

This course provides valuable information on a variety of correspondence including memorandums, form letters, meeting
minutes, reports, emails, and internal and external correspondence.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDV109B COMMUNICATIONS II: MEETINGS/CUSTOMER SERVICE
4 hours Contact: Office of Highway Development  410-545-5624
This course provides the students with skills to effectively schedule and facilitate meetings. Students will learn how to
effectively schedule, prepare for and give meaningful public presentations for public meetings and information meetings

for Community Safety and Enhancement Projects, as well. The students will also learn how to prepare for meetings that
they will not facilitate, such as project reviews, FRAT, pre-ad schedule, partnering, etc.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDV110 ROADSIDE DESIGN
4 hours Contact: Office of Highway Development  410-545-5624

This course provides a guide on what to look for when designing roadside elements. Students will learn about different
safety features such as guardrail, barriers and clear zones.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDV113 BASIC HYDROLOGY
32 hours Contact: Office of Highway Development  410-545-5624
This course provides a basic overview of hyrologic cycle and how it relates to roadways. Students will learn about the

various methodologies for computing drainage areas, tc paths, as well as peak discharges, and will have the opportunity
tongage in an in-class exercise.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.
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HDV114 BASIC HYDRAULICS

4 hours Contact: Office of Highway Development  410-545-5624

This course provides a basic overview of controlling water flow with emphasis on inlets, pipes, and
ditches. Students will learn about the adverse impacts of uncontrolled stormwater runoff and why it is
methodologies for determining inlet spacing and sizing, pipe and ditch sizing, as well as pipe material
selection, and will have the opportunity to engage in an in-class exercise.

Bring a scale and a calculator for this class.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDV115 CONSTRUCTION ESTIMATES & NOTES
4 hours Contact: Office of Highway Development  410-545-5624

This course provides information necessary to prepare engineers estimates at all major milestones of a
project. Students will also learn where to find information to prepare accurate estimates. Students will
also learn where and when to place construction notes on plans.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDV116 MOT
4 hours Contact: Office of Highway Development  410-545-5624

This course provides an overview of how to develop Traffic Control Plans, sequence of construction and
what standards to use. Students will also learn how District Traffic offices interact with OOTS.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDV117 SPECIFICATIONS AND STANDARDS
16 hours Contact: Office of Highway Development  410-545-5624
This course provides an overview of the Book of Standards, Standard Specifications for Construction and

Materials, and how to prepare an invitation for bids book. Students will learn the proper format for
specifications. They will learn when it is necessary to prepare a Specification Insert.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.
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HDV118 ACCESS PERMITS

4 hours Contact: Office of Highway Development  410-545-5624

This course provides students with information on developer interaction and responsibility when projects
involve access issues. The students will also learn the developer review process.

Designed for: Office of Highway Development Transportation Engineers only.
To request an exception please contact the training coordinator.

HDV122 RIGHT OF WAY

4 hours Contact: Office of Highway Development  410-545-5624

Designed for: Transportation Engineer - 1st Year
To request an exception please contact the training coordinator.

HDV123 OHD SAFETY AWARENESS
4 hours Contact: Office of Highway Development  410-545-8819

Designed for:

HDV203 PROJECTWISE TRAINING
3 hours Contact: Office of Highway Development  410-545-5624

The course covers the capabilities of Bentley ProjectWise and procedures for creating, managing and
working with engineering documents within SHA. During the class, you will learn the ProjectWise
implementation specifically for SHA and work with sample project documents in a real-time
collaborative design environment. You will become familiar with ProjectWise engineering document
management in general as well as the specific features implemented for SHA's users.

Designed for: Anyone involved in the project developoment process (Planning, Design, Design Support
and/or Review, consultants)

Primarily designed for Office of Highway Development Transportation Engineers.
To request an exception please contact the training coordi

HDvV211 DESIGN COORDINATION DURING CONSTRUCTION

4 hours Contact: Office of Highway Development  410-545-5624

This course provides students with information of how design is involved during Phase V-Construction.
Students will learn about the red line revision process, change orders, how design changes are

addressed, reasons for design changes. Students will also get an overview of the Partnering in
Construction process and OHD's involvement.

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

SHA Training and Development catalog

Page 63



HDvV212 CONSTRUCTABILITY REVIEWS
4 hours Contact: Office of Highway Development  410-545-5624

This course provides guidance for preparing plans with constructability in mind. Get those comments
from District Construction and Construction Inspection at Final Review posing challenging questions of
MOT, payment of items and so on? We'll go over all that.

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

HDVvV213 GEOMETRIC DESIGN (FIELD TRIP)
40 hours Contact: Office of Highway Development  410-545-5624

Wonder what an actual 1:3 slope looks like? See some real life designs. An experienced engineer will
bring the students to a completed construction project and illustrate design features in the field.

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

HDV215 INNOVATIVE CONTRACTING
4 hours Contact: Office of Highway Development  410-545-5624
This course will provide an overview of the design build program and process, consultant construction

management service contracts, competitive sealed proposals, private-public-partnership projects and
other innovative contracting methods with which OHD is involved.

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

HDv217 STORM WATER MANAGEMENT (SWM)

4 hours Contact: Office of Highway Development  410-545-5624

This course provides an overview of storm water management (SWM) and why it is necessary,
including information on regulations, design criteria, types of facilities, and design issues. Discussion
also includes several inportant key aspects: the difference between quality and quantity management,
sufficient right-of-way allocation, SWM borings, aesthetics, safety, and maintenance access.

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

HDV218 PERMITS
4 hours Contact: Office of Highway Development  410-545-5624
This course provides information on the types of environmental permits that are required for projects,
including SWM, E & S, Wetlands and Waterways, Dam Safety, NEPA and Reforestation -- just to name

a few, but the list is much more extensive. Explanations covering what is needed for each permit
submittal will also be discussed.

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.
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HDV219 CAREER DEVELOPMENT OPTIONS
4 hours Contact: Office of Highway Development  410-545-5624

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

HDV220 ADA TECHNICAL DESIGN TRAINING WITH PED./BIKE
4 hours Contact: Office of Highway Development  410-545-5624

The course provides students with information on the latest ADA regulations. Students will also learn
sidewalk design and bicycle requirements for state highways. Please note that this class is treated as a
100 level class for OHDU classes.

Designed for: Transportation Engineer - 1st Year.
To request an exception please contact the training coordinator.

HDVv221 AGREEMENTS/MOU/MOA
4 hours Contact: Office of Highway Development  410-545-5624

Designed for: Transportation Engineer - 2nd Year
To request an exception please contact the training coordinator.

HDV301 PROFESSIONAL ENGINEERS EXAMINATION PREP
3 hours Contact: Office of Highway Development  410-545-8819

A PREPARATORY COURSE FOR ENGINEERS TO SIT FOR THE "PROFESSIONAL ENGINEERS EXAMINATION."

Designed for: Primarily designed for Office of Highway Development Transportation Engineers.
To request an exception please contact the training coordinator
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MAA203 RESIDENTIAL SALES COMPARISON
16 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAA500 APPRAISING THE FARM PROPERTY
24 hours Contact: Office of Real Estate 410-545-0028

Designed for:Office of Real Estate persnonnel

MAAAPPR APPRAISAL PRINCIPLES I

16 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAAAPPR APPRAISAL PRINCIPLES |11
16 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAABASM BASIC MATH FOR REAL ESTATE APPRAISERS
8 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAACOMM REAL ESTATE COMMUNICATION
8 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAAEASE REAL ESTATE EASEMENT VALUATION
8 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAAEXPW EXPERT WITNESS
hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel
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MAAFRAU FRAUD AWARENESS AND THE APPRAISER
hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAAIPPP INTERPRETING PLATS, PLOTS & PLANS
8 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAA- UNIQUE PROPERTY APPRAISAL
4 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAAUSPA NATIONAL USPAP COURSE 7 HOUR
8 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAA- APPRAISING TO YELLOW BOOK STANDARDS
8 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel

MAAZONE- ZONING AND DEVELOMENT REGULATIONS IN MARYLAND
3 hours Contact: Office of Real Estate 410-545-0028

Designed for: Office of Real Estate persnonnel
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CHARTOO03 CHART SYSTEM
2 hours Contact: Office of Chart 410-582-5607

Provide an overview training of new software release that HOT Operators will be required to use to perform primary job
functions after it is deployed in 01/08.

Designed for: Highway Operations Technicians, Incident Responders, Emergency Response Techs.

CHARTOO7 CAPWIN
8 hours Contact: Office of Chart 410-582-5607

The Capital Wireless Information NET (CapWIN) is a partnership between the State of Maryland (MD), the Common-

wealth of Virginia (VA), and the District of Columbia(DC) to develop an interoperable first responder data communication
and information sharing network.

Designed for: Incident Responders, Emergency Response Techs.

CHARTO10 LIGHT DUTY TOWING

8 hours Contact: Office of Chart 410-582-5607

The Light Duty Towing class is given by the supervisors of CHART. It is a standard class which teaches the complete op-

eration of a SHA tow truck. The driver will be fully trained, supervised, then tested before he is allowed operate the ve-
hicle by himself.

Designed for: Emergency Response Technicians for CHART (ERT)

CHARTO011 HAZMAT- FIRST RESPONDER TRAINING
40 hours Contact: Office of Chart 410-582-5607

A forty (40) hour week course on First Aid, CPR and HAZ-MAT recognition and awareness. This course is handled by the
University of Maryland with a certification test and certificate for 40 hours.

Designed for: CHART Emergency Response Technicians ( ERT)
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SAF102 TICK & LYME DISEASE

8 hours Contact: Chief Engineers Office 410-545-0364

This training may discuss topics that include: identifying a deer tick, proper removal of a tick, and prevention measures.

The training may cover the effects of Lyme disease, how to recognize the signs, and measures an employee can take to
minimize the risks of tick bites.

Designed for: This training is designed for anyone who works in the field and/or may be exposed to
deer ticks.

SAF104 MOSH 10 HOUR CONSTRUCTION SAFETY TRAINING

8 hours Contact: Chief Engineers Office 410-545-0364

This course is desighed around core safety and health hazards common to the roadway construction industry. The pro-
gram focuses on highway construction activities that are responsible for the majority of work zone fatalities and serious
injuries. At the same time, it addresses some of the serious hazards that are common to all construction operations.
The program also focuses on practical approaches to recognizing and controlling OSHA-identified construction hazards.

Designed for: This course is designed for all employees involved in the transportation construction
industry including: safety and health managers.

SAF1910.03 BLOOD BORNE PATHOGENS

8 hours Contact: SHall 410-545-0364
Designed for: Designated personnel

SAF1910.06 CHAIN SAW / LOGGING STANDARDS
8 hours Contact: Chief Engineers Office 410-545-0364

This course applies to all logging operations. Safety practices, means, methods, and operations for all types of logging,
regardless of the end use of the wood. These types of logging operations include, but are not limited to, pulpwood and

timber harvesting and the logging of sawlogs, veneer bolts, ples, pilings and other forest products. This standard does
not cover construction or use of cable yarding systems.

Designed for: Anyone who is exposed to or as a condition of employment will perform any type of
logging operation.
SAF1910.10 ASBESTOS
8 hours Contact: Chief Engineers Office 410-545-0364

Designed for:

SAF1910.12 RIGHT TO KNOW

8 hours Contact: Chief Engineers Office 410-545-0364

This course will provide information, guidelines and procedures for any employee who may, in the

course of their employment, handle or be exposed to any chemicals or potentially hazardous materials
(Toxic and Hazardous Substances)

Designed for: all employees
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SAF1910.13 PERSONAL PROTECTIVE EQUIPMENT - GENERAL
8 hours Contact: Chief Engineers Office 410-545-0364

This course will explain SHA's PPE policy and procedures regarding the wearing of PPE for the protection from workplace
hazards. Details about the proper wearing of PPE specific to the hazard or work task, and training on whe

Designed for: Designated Personnel

SAF1910.14 LOCK OUT TAG OUT
8 hours Contact: Chief Engineers Office 410-545-0364

This standard training covers the servicing and maintenance of machines and equipment in which the unexpected energi-
zation or start up of the machines or equipment, ore release of stored energy could cause injury to employees. This
standard established minimum performance requirements for the control of such hazardous energy.

Designed for: Any employee who may work on or be exposed to unexpected energization or start up of
machines or equipment, or release of stored energy while servicing and providing
maintenance on that equipment.

SAF1910.15 FIRE PROTECTION - EXTINQUISHER
8 hours Contact: Chief Engineers Office 410-545-0364

This training will provide employess information about fire protection, fire extinguishers and the general
preventative measures needed and/or used at all SHA owned and/or controlled facilities, shops,
construction sites, etc.

Designed for: Team Leaders/Supervisors, Managers, Safety Management Representatives, etc.

SAF1910.17 FORK LIFT/LIFT TRUCK

4 hours Contact: Chief Engineers Office 410-545-0364

This course is designed to meet the requirements of OSHA for training of employees relating to fire
protection, design, maintenance and use of fork trucks. The course covers: approved industrial trucks,
the atmosphere and location where trucks are used, changing and charging storage batteries, fuel
handling and storage, safety guards, lighting for operating areas, control of noxious gases and fumes,
loading trucks, operator training, loading and maintenance.

Designed for: This course is designed for members of management, engineering, maintenance, safety,
production, human resources, facilities management, and security. A good cross section
of employees can contribute greatly to the overall effectiveness of the companies
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SAF1910.21 MACHINE GUARDING
4 hours Contact: Chief Engineers Office 410-545-0364

This course will introduce participants to procedures, and requirements to use for their safety while working near ma-
chines with hazardous moving parts. Engineering/administrative/safe work practices, Personal Protective Equipment and
proper training regarding machine guarding techniques, will also be explained demonstrated.

Designed for: Employees exposed to hazards through the use of machinery, i.e., drills, presses, belts,
chains, power transmission apparatus, bench grinder, etc.

SAF1910.26 FIRST AID AND CPR
8 hours Contact: Chief Engineers Office 410-545-0364

This course combines American Heart Association "HearSaver" Adult CPR with American Safety & Health Institute Basic
First Aid training. Each session include American Heart Association Adult one and two rescuer CPR, instruction in the
Heimlich maneuver for conscious and unconscious victims and either National Safety Council or American Safety and
Health Institute Basic First Aid. The content of these courses meet, or exceed CFR 1910.266 requirements and provide
each participant with a very "user-friendly" hands-on training. Each participant will have their own manikin for training
purposes and if additional time is needed to provide individual or remedial attention for any participant, instructors will
accommodate such time as necessary to ensure successful course completion. All CPR cards are good for two years and
all First Aid cards are good for three years.

Designed for: This is a core course for Maintenance employees; however it is open to all employees.

SAF1910.35 EMERGENCY EVACUATION/DRILLS
8 hours Contact: Chief Engineers Office 410-545-0364
Designed for: Designated Personnel
SAF1926.10 LADDER SAFETY

8 hours Contact: Chief Engineers Office 410-545-0364

Designed for: Designated Personnel
SAF1926.21 BACK SAFETY/LIFTING
3.5 hours Contact: Chief Engineers Office 410-545-0364

Participants are educated on back anatomy/biomechanics, the most common mechanisms of work-
related back injuries, proper lifting biomechanics, strategies for preventing/avoiding back injuries, and
taking care of your back for a lifetime.

Designed for: Designated Personnel
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SAF1926.24 FIRE PROTECTION PREVENTION - EXTINQUISHER
8 hours Contact: Chief Engineers Office 410-545-0364

Designed for: Designated Personnel

SAF1926.28 PERSONAL PROTECTIVE EQUIPMENT - GENERAL REQUIREMENTS
8 hours Contact: Chief Engineers Office 410-545-0364
Designed for: Designated Personnel

SAF1926.34 MEANS OF EGRESS
8 hours Contact: Chief Engineers Office 410-545-0364

This course will provide participants with the guidelines and requirements for building or structure exists; access to and
proper marking, maintenance and workmanship.

Designed for: The course is designed for safety managers, facilities maintenance workers, security, etc.

SAF1926.50 FALL PROTECTION

4 hours Contact: Chief Engineers Office 410-545-0364

This course provides an overview of state of the art technology for fall protection. Topics covered include the principles of
fall protection, the components of fall arrest systems, the limitations of fall arrest equipment and OSHA policies regarding
fall protection. The course features a field exercise deomonstrating the use of fall protection equipment.

This course is designed to train employees for designation as "competent persons" for the purpose of fall arrest system
component inspection and to act as a fall protection trainer.

Designed for: This course is intended for workers who require a working knowledge of pre-established protection systems
that may or may not be installed. It will provide those workers who are expected to be at height an understanding of both
how the ysystemars are to

SAF1926.65 CONSTRUCTION EXCAVATION, TRENCHING, SHORING
4 hours Contact: Chief Engineers Office 410-545-0364

This course establishes the minimum requirements for SHA employees and contractors/sub-contractors
for trenching and excavations.

Designed for: SHA Team Leaders/Supervisors, contractor, sub-contractors who perform excavation and/or trenching re-
quirements for SHA jobs.

SAF1945 DOT HAZARDOUS CHEMICAL RESPONSE
8 hours Contact: Chief Engineers Office 410-545-0364
Designed for: Designated Personnel
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OOCWT OOC WINTER TRAINING CONFERENCE
8 hours Contact: Construction Inspection Division 443-572-5202

The Winter Training Conference (formerly EXPO) has been designed and planned to give inspectors the specific training
needed to do their jobs by providing basic inspector and project manager training.

Designed for: The Office of Construction's Winter Training Conference is targeted to Construction Inspectors (both SHA
and Consultant) who are responsible for the inspection of the construction of Maryland State Highways.
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ICS100 INTRODUCTION TO INCIDENT COMMAND SYSTEM (ICS)
4 hours Contact: Homeland Security Coordinator 410-582-5552

Incident Command System (ICS) courses designed to meet the all-hazard, all agency National Incident Management Sys-
tem (NIMS) Incident Command System (ICS) requirement for operational level personnel. NIMS ensures that all emer-
gency responders utilize an established consistent systematic Incident Command System (ICS) approach to incident re-
sponse. These standardized, on scene, all hazards incident response management concepts allow emergency responders
to effectively coordinate operations with other responding agencies.

Designed for: All employees who have a direct role in emergency incident response, management, and
supervision are required to complete various levels of NIMS training and certification.
Management can elect to extend this training to additional employees.

1ICS200 BASIC INCIDENT COMMAND SYSTEM
8 hours Contact: Homeland Security Coordinator 410-582-5552

ICS 200 is designed to enable personnel to operate efficiently during an incident or event within the
Incident Command System (ICS). ICS-200 provides training on and resources for personnel who are
likely to assume a supervisory position within the ICS

Designed for: All employees who have a direct role in emergency incident response, management, and
supervision are required to complete various levels of NIMS training and certification.
Management can elect to extend this training to additional employees. To get speci

ICS300 INTERMEDIATE INCIDENT COMMAND SYSTEM
12 hours Contact: Homeland Security Coordinator 410-582-5552

Incident Command System (ICS) courses designed to meet the all-hazard, all agency National Incident
Management System (NIMS) Incident Command System (ICS) requirement for operational level
personnel. NIMS ensures that all emergency responders utilize an established consistent systematic
Incident Command System (ICS) approach to incident response. These standardized, on scene, all
hazards incident response management concepts allow emergency responders to effectively coordinate
operations with other responding agencies.

Designed for: All employees who have a direct role in emergency incident response, management, and
supervision are required to complete various levels of NIMS training and certification.
Management can elect to extend this training to additional employees. To get speci

1CS400 ADVANCED INCIDENT COMMAND SYSTEM
20 hours Contact: Homeland Security Coordinator 410-582-5552

Incident Command System (ICS) courses designed to meet the all-hazard, all agency National Incident
Management System (NIMS) Incident Command System (ICS) requirement for operational level
personnel. NIMS ensures that all emergency responders utilize an established consistent systematic
Incident Command System (ICS) approach to incident response. These standardized, on scene, all
hazards incident response management concepts allow emergency responders to effectively coordinate
operations with other responding agencies.

Designed for: All employees who have a direct role in emergency incident response, management, and
supervision are required to complete various levels of NIMS training and certification.
Management can elect to extend this training to additional employees. To get speci
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1CS402 NIMS & ICS SUMMARY FOR EXECUTIVES
2 hours Contact: Homeland Security Coordinator 410-582-5552

Incident Command System (ICS) courses designed to meet the all-hazard, all agency National Incident Management Sys-
tem (NIMS) Incident Command System (ICS) requirement for operational level personnel. NIMS ensures that all emer-
gency responders utilize an established consistent systematic Incident Command System (ICS) approach to incident re-
sponse. These standardized, on scene, all hazards incident response management concepts allow emergency responders
to effectively coordinate operations with other responding agencies.

Designed for: All employees who have a direct role in emergency incident response, management, and supervision are
required to complete various levels of NIMS training and certification. Management can elect to extend this training to ad-
ditional employees.

1IS700 INTRODUCTION TO NATIONAL INCIDENT MANAGEMENT

4 hours Contact: Homeland Security Coordinator 410-582-5552

Incident Command System (ICS) courses designed to meet the all-hazard, all agency National Incident Management Sys-
tem (NIMS) Incident Command System (ICS) requirement for operational level personnel. NIMS ensures that all emer-
gency responders utilize an established consistent systematic Incident Command System (ICS) approach to incident re-
sponse. These standardized, on scene, all hazards incident response management concepts allow emergency responders
to effectively coordinate operations with other responding agencies.

Designed for: All employees who have a direct role in emergency incident response, management, and supervision are
required to complete various levels of NIMS training and certification. Management can elect to extend this training to ad-
ditional employees.

1S800 THE NATIONAL RESPONSE PLAN
2 hours Contact: Homeland Security Coordinator 410-582-5552

The National Response Plan or NRP, describes how the Federal Government will work in concert with State, local, and
tribal governments and the private sector to respond to disasters. This course introduces the NRP. It is intended for DHS
and other Federal staff responsible for implementing the NRP, and Tribal, State, local and private sector emergency man-
agement professionals.

1ICS800 Course goals:

Describe the purpose of the NRP

Locate information within the NRP

Describe the roles and responsibilities of entities as specified in the NRP
Identify the organizational structure used for NRP coordination

Describe the field-level organizations and teams activated under the NRP
Identify the incident management activities addressed by the NRP

Designed for: All employees who have a direct role in emergency incident response, management, and supervision are
required to complete various levels of NIMS training and certification. Management can elect to extend this training to ad-
ditional employees.
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MCP100 FLAGGER REGISTRATION TRAINING (ATSSA)
4 hours Contact: Office of Maintenance 410-582-5555

This training is must be successfully completed before any employee can perform flagging operations on Maryland road-
ways. The instruction must be performed by an American Traffic Safety Services Association (ATSSA) Flagger Instructor.
MAINTENANCE EMPLOYEES: The training is one of a number of certification training elements under the Maintenance
Certification Program (MCP). Facility Maintenance Technician (FMT) series employees must complete specific elements
(training & certification testing) under the program to be eligible to be reclassified to the next higher classification.

Designed for: Anyone who flags along any Maryland highway.
MCP200 DUMP TRUCK CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP201 TRACTOR MOWER CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees

MCP202 FORK LIFT TRUCK CERTIFICATION TRAINING

hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP203 FRONT END LOADER CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
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MCP204 LEVEL Il FORMS CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification. This certification tests the employee’s

knowledge and ability to properly complete the following SHA FMT level Il forms: Operator's Daily Checklist (ODC) and
the Equipment Service Request (ESR) form.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP300 EXCAVATOR CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees

MCP301 TRACTOR TRAILER CERTIFICATION TRAINING

hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP302 BACKHOE CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP303 MOTOR GRADER CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
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MCP304 LEVEL 11l FORMS CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification. This certification tests the employee’s

knowledge and ability to complete the following SHA FMT level 11l forms: Equipment Usage Report (EUR), Team Activity
Card (TAC), and Inspector’s Daily Report (IDR).

Designed for: Facility Maintenance Technician (FMT) series employees

MCP305 GRADE STAKES CERTIFICATION TRAINING

hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP306 BUCKET TRUCK CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP307 TANDEM AXLE DUMP TRUCK CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP308 TRACTOR MOUNTED A-BOOM MOWER CERTIFICATION
hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).

Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
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MCP309 SKID STEER LOADER CERTIFICATION TRAINING

8 hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP310 STEEL WHEEL ROLLER CERTIFICATION TRAINING
8 hours Contact: Office of Maintenance 410-582-5555
This is an optional equipment certification element available under the Maintenance Certification Program (MCP).

Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP311 MINI-EXCAVATOR CERTIFICATION TRAINING
60 hours Contact: Office of Maintenance 410-582-5555

This training is one of a number of certification training elements under the Maintenance Certification Program (MCP).
Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP400 INTRODUCTORY PLAN READING
0 hours Contact: RShelton 410-582-5555

The training provides employees with the basic knowledge and understanding of how to properly interpret roadway con-

struction plans and right-of-way plats. It one of a number of certification training elements under the Maintenance Certi-
fication Program (MCP).

Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
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MCP411 TRACTOR SWEEPER CERTIFICATION TRAINING (OPTIONAL)

hours Contact: Office of Maintenance 410-582-5555
This is an optional equipment certification element available under the Maintenance Certification Program (MCP).

Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP412 VACUUM SWEEPER TRUCK CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This is an optional equipment certification element available under the Maintenance Certification
Program (MCP).

Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
MCP413 FORCED FEED LOADER CERTIFICATION TRAINING
hours Contact: Office of Maintenance 410-582-5555

This is an optional equipment certification element available under the Maintenance Certification
Program (MCP).

Facility Maintenance Technician (FMT) series employees must complete specific elements (training & certification testing)
under the program to be eligible to be reclassified to the next higher classification.

Designed for: Facility Maintenance Technician (FMT) series employees
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CONO10 CONSTRUCTION MATH
7 hours Contact: Office of Maintenance 410-582-5555
The training provides employees instruction and knowledge of basic construction math skills. It is designed to help the

participant in their performance of construction inspection and construction related maintenance activities. Successful
completion of the class requires a grade of 80% or greater on the exam.

Designed for: Facility Maintenance Technician (FMT) series employees

CONO10T CONSTRUCTION MATH TEST
0 hours Contact: Office of Maintenance 410-582-5555

This is the test associated with the Construction Math class instructed by the University of Maryland's Technology Trans-
fer Center. SHA employees may elect to "test out" of the Construction Math class in lieu of attending the training. The
test is a 10 question multiple choice test. A grade of 80% or greater must be attained to pass the test. If employees
attend the class, their initial attendance and test results shall be recorded under the class "CONO10".

NOTE: All students MUST bring a calculator to the test.

Designed for: Facility Maintenance Technician (FMT) series employees
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Highway Maintenance Career Development Handbooks

These resources were designed to provide Highway Maintenance personnel with an understanding of the work
that is performed by Technicians (FMT I - lll), Supervisors (FMT IV - FMS |), and Managers (ARME &

RME). They are terrific aids for completing Personal Development Plans (PDPs) and for career planning. The
Handbooks are available from the link on the Organizational Development Website or from you Local Unit Training
Coordinator, by request. Or click here to access directly.

ooM021 FORCE MODEL 5100 SPREADER CONTROL SYSTEMS
3 hours Contact: Office of Maintenance 410-582-5555

This is training on Force Model 5100 Spreader Control Systems. Theses controllers have been installed on the new Class
8 Dump Trucks for the last two years. This training will involve information critical to the operation and repair of these
units. The session will involve an hour of operational training for all attendees. Afterwards the class will be divided into
Operators and Technicians. The Operators will then have “hands on” training and the Technicians will receive diagnostic
training for the remaining time.

Designed for: Maintenance Personnel

OOMO50 ROADWAY WINTER OPERATIONS (SNOW COLLEGE)
16 hours Contact: Office of Maintenance 410-582-5555

The maintenance employee's number one task is to perform roadway winter operations responsibly - clearing the roads
in a safe and efficient manner. This is a big responsibility, a very demanding job, and it requires experienced employees/
operators. Hence, we have developed the Roadway Winter Operations Course to assist in educating SHA employees in-
volved in winter operations.

Designed for: Primarily for Highway Maintenance employees

OoOoOMO070 PROPER PLOWING TECHNIQUES (ASSHTO CBT)
3 hours Contact: Office of Maintenance 410-582-5555

Designed for: Maintenance Personnel

OoOoMO071 WINTER MAINTENANCE MANAGEMENT (ASSHTO CBT)

3 hours Contact: Office of Maintenance 410-582-5555
Computer Based Training

Winter Maintenance Management (2 hours — Supervisor and up)
Unit 1: Snow and Ice Operational Plan

Unit 2: Establishing Levels of Service

Unit 3: Operational Methods

Unit 4: Selecting Snow and Ice Control Materials

Unit 5: Material Management

Unit 6: Budgeting

Unit 7: Staffing

Designed for: Maintenance Personnel

SHA Training and Development catalog Page 83



OoOoMO72 DEICING (ASSHTO CBT)
4 hours Contact: Office of Maintenance 410-582-5555

Computer Based Training

DEICING (4 hours — Technician and up)

Unit 1: Introduction to Deicing and Common Deicing Materials
Unit 2: Material Selection and Ordering

Unit 3: Material Manufacturing, Handling and Storage

Unit 4: Deicing Equipment

Unit 5: Application Guidelines

Unit 6: Application Techniques

Unit 7: Periodic Activities and Equipment Maintenance

Designed for: Maintenance Personnel

OOMO073 EQUIPMENT MAINTENANCE (ASSHTO CBT)
2 hours Contact: Office of Maintenance 410-582-5555

Computer Based Training

EQUIPMENT MAINTENANCE (2 hours — Technician and up)
Unit 1: Pre-season Preparation

Unit 2: Common Types of Winter Maintenance Equipment
Unit 3: Mounting and Inspecting Snow Removal Equipment
Unit 4: Preparing for Each Event

Unit 5: Within-event Maintenance

Unit 6: Post-event Maintenance

Unit 7: Periodic Maintenance

Unit 8: End-of-Season Tasks

Designed for: Maintenance Personnel

ooMO074 SELECTING SNOW & ICE CONTROL MATERIALS (ASSHTO CBT)

2 hours Contact: Office of Maintenance 410-582-5555
Computer Based Training

Selecting Snow & Ice Control Materials to Mitigate Environmental Impacts
(2 hours — Supervisor and up)

Unit 1: Formulating a Material Selection Process

Unit 2: Potential Impacts to the Natural Environment

Unit 3: Ranking Potential Natural Environment Impacts

Unit 4: Potential Infrastructure Impacts

Unit 5: Ranking Potential Infrastructure Impacts

Unit 6: Determining Comparative Material Prices

Unit 7: Comparative Performance Measures

Unit 8: Material Purchase Specifications and Quality Assurance

Designed for: Maintenance Personnel
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OOMO75 PERFORMANCE MEASURES FOR SNOW AND ICE CONTROL

4 hours Contact: Office of Maintenance 410-582-5555

Computer Based Training

Performance Measures for Snow and Ice Control Operations
(4 hours — Management)

Unit 1:
Unit 2:
Unit 3:
Unit 4:
Unit 5:
Unit 6:
Unit 7:

The Importance of Performance Measures

Input and Output Measures

Outcome Measures

PSIC and Winter Severity Index

Technologies to Help Measure and Report Performance
Developing a Performance Measures System
Developing a Field Test Plan

Designed for: Maintenance Personnel

OOMO76 BLOWING SNOW MITIGATION (ASSHTO CBT)

3 hours Contact: Office of Maintenance 410-582-5555

Computer Based Training

Blowing Snow Mitigation (3 hours — Supervisor and up)

Unit 1:
Unit 2:
Unit 3:
Unit 4:
Unit 5:
Unit 6:
Unit 7:

The Problem of Blowing Snow

How Snow Fences Work

Identifying and Analyzing Problem Areas
Structural Snow Fence Design

Living Snow Fences

Road Design to Mitigate Blowing Snow
Working with Landowners

Designed for: Maintenance Personnel

oOoMO77 ANTI-ICING /7 RWIS (ASSHTO CBT) NOT YET AVAILABLE

24 hours Contact: Office of Maintenance 410-582-5555

Computer Based Training - NOT AVAILABLE ONLINE YET -

Anti-icing / RWIS (24 hours — Supervisor and up)

Unit 1:
Unit 2:
Unit 3:
Unit 4:
Unit 5:
Unit 6:
Unit 7:

Introduction to Anti-icing and Winter Maintenance

Winter Road Maintenance Management

Winter Roadway Hazards and the Principles of Overcoming Them
Weather Basics

Weather and Roadway Monitoring for Anti-icing Decisions
Computer Access to Road Weather Information

Anti-icing Practice in Winter Maintenance Operations

Designed for: Maintenance Personnel
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OOMO092 ATSSA TRAFFIC CONTROL SUPERVISOR (TCS) CLASS
14 hours Contact: Office of Maintenance 410-582-5555

The Traffic Control Supervisor class is an advanced course geared the specific job duties of today's Traffic Control Super-
visor. A grade of 80% or greater is required to pass the class.

Designed for: Maintenance Personnel

OOMOQ093 ATSSA FLAGGER INSTRUCTOR TRAINING (FIT) CLASS
14 hours Contact: Office of Maintenance 410-582-5555

The Flagger Instructor training course is a two-day course designed to prepare qualified persons to present standardized
training to others who wish to become registered Flaggers. Adult training techniques will be presented, discussed and
demonstrated. Participants will practice training techniques as well as flagging procedures. A score of 80% or greater is
required to pass the course.

Designed for: Maintenance Personnel

OoOoOM100 FINANCIAL AWARENESS, SYSTEMS, AND TOOLS FOR
8 hours Contact: Office of Maintenance 410-545-0337

This Workshop is intended to provide the newly appointed Maintenance Supervisor (FMT-1V Team Leader and FMS-1
Technical Manager) a broad awareness and understanding of the Financial and Operational data, reported via a variety of
documents that they handle and process on a daily basis. Additionally, participants will see how Maryland’s State High-
way Administration (SHA) systems collect, process and present this data to SHA Executives and Managers who use it to
make key decisions and effectively manage Maintenance Operations.

After completing this workshop, participants will be better aware of how to effectively schedule Maintenance projects,
with a strong sense of how their day-to-day decisions impact SHA’s budgets, finances and key operational metrics, both
strategic and tactical.

Designed for: Maintenance Personnel

OOM200 FINANCIAL AWARENESS, SYSTEMS, AND TOOLS FOR

8 hours Contact: Office of Maintenance 410-545-0337

This Workshop is intended to provide the newly appointed Maintenance Manager (RME and ARME) an in-depth awareness
and understanding of the Financial and Operational data used to effectively manage Maintenance Operations within Mary-
land’s State Highway Administration (SHA).

After completing this workshop, participants will be better able to effectively set priorities for work and schedule Mainte-
nance projects with a strong sense of how their day-to-day decisions - and visions for the future - impact SHA’s budgets,
finances and key operational metrics, both strategic and tactical, as well as the ongoing wellbeing and condition of SHA’s
Assets.

Designed for: Maintenance Personnel
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OOM300A PAVEMENT PRESERVATION PROGRAM, NHI-CBT (134109A)
1 hours Contact: Office of Maintenance 410-582-5555

NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

« Shaping and Shoulders

= Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
= Highway Drainage

« Qutdoor Advertising and Litter Control
= Roadside Vegetation Management

= Weather-related Operations

= Basics of Work Zone Traffic Control

« Underground Storage Tanks

« Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual
modules for the specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and deal
with oversight and quality assurance across a State, region, or county. The target audience also is involved with handling
materials, scheduling, bud

OOM300B SHAPING AND SHOULDERS, NHI-CBT (134109B)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

* Shaping and Shoulders

« Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
= Highway Drainage

= Outdoor Advertising and Litter Control

« Roadside Vegetation Management

= Weather-related Operations
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« Basics of Work Zone Traffic Control
= Underground Storage Tanks
« Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual
modules for the specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and deal
with oversight and quality assurance across a State, region, or county. The target audience also is involved with handling
materials, scheduling, bud

OOM300C THIN HMA OVERLAYS AND LEVELING, NHI-CBT (134109C)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in
course 134109. Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

« Shaping and Shoulders

* Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
= Highway Drainage

« Qutdoor Advertising and Litter Control
« Roadside Vegetation Management

= Weather-related Operations

= Basics of Work Zone Traffic Control

« Underground Storage Tanks

« Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and deal
with oversight and quality assurance across a State, region, or county. The target audience also is involved with handling
materials, scheduling, and budgets.
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OOM300D BASE AND SUB-BASE STABILIZATION AND REPAIR, NHI-CBT

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

= Shaping and Shoulders

* Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
* Highway Drainage

« Outdoor Advertising and Litter Control
* Roadside Vegetation Management

= Weather-related Operations

« Basics of Work Zone Traffic Control

« Underground Storage Tanks

* Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individualmodules for the spe-
cific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and deal
with oversight and quality assurance across a State, region, or county. The target audience also is involved with handling
materials, scheduling, and budgets.

OOM300E ROADWAY DRAINAGE, NHI-CBT (134109E)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

« Shaping and Shoulders

= Thin HMA Overlays and Leveling

* Base and Subbase Stabilization and Repair
« Highway Drainage

* Qutdoor Advertising and Litter Control

« Roadside Vegetation Management
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= Weather-related Operations

* Basics of Work Zone Traffic Control
« Underground Storage Tanks

e Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, and budgets.

OOM300F OUTDOOR ADVERTISING AND LITTER CONTROL, NHI-CBT

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

* Shaping and Shoulders

« Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
= Highway Drainage

= Outdoor Advertising and Litter Control
« Roadside Vegetation Management

« Weather-related Operations

« Basics of Work Zone Traffic Control

= Underground Storage Tanks

« Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, bud
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OOM300G ROADSIDE VEGETATION MANAGEMENT, NHI-CBT (134109G)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

= Shaping and Shoulders

* Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
* Highway Drainage

« Outdoor Advertising and Litter Control
* Roadside Vegetation Management

= Weather-related Operations

« Basics of Work Zone Traffic Control

« Underground Storage Tanks

* Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, and budgets.

OOM300H WEATHER-RELATED OPERATIONS, NHI-CBT (134109H)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in
course 134109. Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

« Shaping and Shoulders

= Thin HMA Overlays and Leveling

* Base and Subbase Stabilization and Repair
« Highway Drainage

* Qutdoor Advertising and Litter Control

« Roadside Vegetation Management

SHA Training and Development catalog Page 91



SHA

Adminisiral

Marylasd Department of Tra

State Highnvey

= Weather-related Operations

* Basics of Work Zone Traffic Control
« Underground Storage Tanks

e Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, bud

OOM3001 BASICS OF WORK ZONE TRAFFIC CONTROL, NHI-CBT

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

* Shaping and Shoulders

« Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
= Highway Drainage

= Outdoor Advertising and Litter Control
« Roadside Vegetation Management

« Weather-related Operations

« Basics of Work Zone Traffic Control

= Underground Storage Tanks

« Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, bud

SHA Training and Development catalog Page 92



SHA

Maintenance StateHiotnvay

Mmlnlslrallen C

OOM300J UNDERGROUND STORAGE TANKS, NHI-CBT (134109J)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, ranging
from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The trainings
included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in course 134109.
Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

= Shaping and Shoulders

* Thin HMA Overlays and Leveling

« Base and Subbase Stabilization and Repair
* Highway Drainage

« Outdoor Advertising and Litter Control
* Roadside Vegetation Management

= Weather-related Operations

« Basics of Work Zone Traffic Control

« Underground Storage Tanks

* Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, and budgets.

OOM300K CULTURAL AND HISTORIC PRESERVATION, NHI-CBT (134109K)

1 hours Contact: Office of Maintenance 410-582-5555
NHI Maintenance Training Series Web-based Training

The Maintenance Training Series was created to train individuals responsible for the maintenance of our Nation’s road-
ways. The series consists of 11 self-paced, Web-based trainings (WBTs) on various maintenance operations topics, rang-
ing from the conceptual (pavement preservation) to the practical (management of underground storage tanks). The
trainings included in the series are listed below and each will take approximately 1 hour to complete.

Participants who wish to complete all 11 trainings in the Maintenance Training Series should enroll in
course 134109. Those who are interested in specific topics may enroll in each training individually.

= Pavement Preservation Program

« Shaping and Shoulders

= Thin HMA Overlays and Leveling

* Base and Subbase Stabilization and Repair
« Highway Drainage

* Qutdoor Advertising and Litter Control

« Roadside Vegetation Management

SHA Training and Development catalog Page 93



= Weather-related Operations

* Basics of Work Zone Traffic Control
« Underground Storage Tanks

e Cultural and Historic Preservation

OUTCOMES: Learning outcomes have been established at the module level. Please see the individual modules for the
specific learning outcomes.

TRAINING LEVEL: Basic

LENGTH: 11 hours CEU: 0 Units FEE: $0 Per Participant

CLASS SIZE: Minimum: 1; Maximum: 1

REGISTRATION: Please visit the NHI Web site to register for this training.

Designed for: This course is designed for State, regional, and county personnel who manage operations programs and
deal with oversight and quality assurance across a State, region, or county. The target audience also is involved with han-
dling materials, scheduling, bud

OOM800OFL MAXIMO (FLEET) ASSET MANAGEMENT TRACKING SYSTEM
0 hours Contact: Office of Maintenance 410-582-5543

Overview of equipment/fleet side of MAXIMO - familiarization with Vehicle Work Orders, to include CM, PM, end of month
meter tracking, and understanding reports that assist with Maintenance of Equipment

Designed for: Maintenance Shop Chiefs, Mechanics and anyone who might be responsible for entering
fleet data into MAXIMO.

OOM800OH MAXIMO (HWY MAINT.) ASSET MANAGEMENT TRACKING SYSTEM
6 hours Contact: Office of Maintenance 410-582-5543

Overview of Highway side of MAXIMO — familiarization with Highway Workorders and understanding of reports that assist
with Highway Maintenance.

Designed for: Any and all shop personnel who will be entering crew day cards into MAXIMO
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TCP101 RADIATION SAFETY (NUCLEAR GUAGE TRAINING)
hours Contact: Office of Material Technology 443-572-5040

Designed for: Designated Personnel
TCP102 SOILS & AGGREGATE COMPACTION FIELD
8 hours Contact: Office of Material Technology 443-572-5040

This course will provide instruction on conventional and nuclear density testing, one point proctor and moisture determi-
nation. Also covered are construction and testing of subgrade, pipe installation, roller patterns and reports. Passing both
the written and "hands on practical " exams is required to achieve certification.

Designed for: Intermediate level inspector and the three day class is designed for the well experienced
inspector.

TCP102T SOILS & AGGREGATE COMPACTION FIELD TEST
8 hours Contact: Office of Material Technology 443-572-5040

This course will provide instruction on conventional and nuclear density testing, one point proctor and moisture determi-
nation. Also covered are construction and testing of subgrade, pipe installation, roller patterns and reports. Passing both
the written and "hands on practical " exams is required to achieve certification.

Designed for: Inspectors and Technicians assigned to Construction Projects

TCP103T AGGREGATE TECHNICIAN PLANT/FIELD TEST
1.5 hours Contact: Office of Material Technology 443-572-5040

No classes will be given for Aggregates. This course is self taught from an available manual. Certification in this field
requires passing a written test on plan and field aggregate requirements as well as a quality assurance audit.

Designed for: This MARTCP course was designed for the experienced aggregate technician that is ready
to take the written and hands on tests.

TCP201 CONCRETE FIELD TECHNICIAN
8 hours Contact: Office of Material Technology 443-572-5040

American Concrete Institute (ACI) Concrete Field Technician Level 1 certification is required. Candidates receive a recip-
rocal certification after showing proof of having an ACI Field Technician Level 1 certification.

Designed for: Inspectors and Technicians assigned to Construction Projects

TCP201R  ACI CONCRETE FIELD
8 hours Contact: Office of Material Technology 443-572-5040

American Concrete Institute (ACI) Concrete Field Technician Level 1 certification is required. Candidates receive a recip-
rocal certification after showing proof of having an ACI Field Technician Level 1 certification.

Designed for: Designated Personnel
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TCP202 CONCRETE PLANT TECHNICIAN
8 hours Contact: Office of Material Technology 443-572-5040

Instruction includes components of concrete, mix design basics, aggregate gradation and moisture content, batch weight
calculations, plant inspection requirements, technician responsibilities and specifications. Passing a written exam is re-
quired to achieve certification.

A reciprocal certification may be obtained by showing proof of having a National Ready Mix Concrete Association
(NRMCA) Production Control Technican Level 2 certification.

Designed for: Industry employed Quality Control Technicians assigned to concrete plants.

TCP202T CONCRETE PLANT TECHNICIAN TEST
8 hours Contact: Office of Material Technology 443-572-5040

Instruction includes components of concrete, mix design basics, aggregate gradation and moisture content, batch weight
calculations, plant inspection requirements, technician responsibilities and specifications. Passing a written exam is re-
quired to achieve certification. A reciprocal certification may be obtained by showing proof of having a National Ready
Mix Concrete Association (NRMCA) Production Control Technican Level 2 certification.

Designed for: Industry employed Quality Control Technicians assigned to concrete plants.

TCP301 HOT MIX ASPHALT FIELD TECHNICIAN

22 hours Contact: Office of Material Technology 443-572-5040

This training course is the result of a partnership between Maryland State Highway Administration and the Maryland As-
phalt Association. It combines lectures and problem-solving workshop sessions to provide participants with a working
knowledge of hot-mix asphalt materials, construction and current specifications. This course focuses on good Quality
Control by the contractor and agency Quality Acceptance practices and how these practices affect the final product. The
course concludes with an examination that reviews the key elements of HMA construction and specification requirements.

Designed for: Contractor personnel experienced with the pavement lay down process, agency personnel involved with the
inspection of HMA pavement construction, and others directly involved in the production and construction of the hot-mix
asphalt pavements.

TCP301T HOT MIX ASPHALT FIELD TECHNICIAN TEST
2 hours Contact: Office of Material Technology 443-572-5040

Instruction is given on the placement, compaction and delivery of Hot Mix Asphalt. This course delivers recognized best
practices on a national and state level that ensures quality HMA at the project site. Passing a written exam is required to
achieve certification.

Designed for: Inspectors and Technicians assigned to Construction Projects
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TCP302 HOT MIX ASPHALT PLANT LEVEL 1
8 hours Contact: Office of Material Technology 443-572-5040

This training course combines lecture and group discussions to provide participants with an understanding on modern
HMA plant operations. It includes technical information on how HMA plants control the aggregates and asphalt supply.
The course also reviews volumetric properties, specifications, and procedures for sampling and testing HMA at the plant

site.

Designed for: Contractor personnel with experience at the production facility, agency personnel who wants to learn more
about HMA plants and others involved in the production of hot-mix asphalt pavements.

TCP302T HOT MIX ASPHALT PLANT LEVEL 1 TEST
8 hours Contact: Office of Material Technology 443-572-5040

Instruction is given on plant operations that influence mix quality. This includes daily quality control sampling and testing
performed by the certified technician. Passing a written exam and a confirmation of performance are required to ahieve

certification.

Designed for: Indistry employed Quality Control Technicians assigned to Hot Mix Asphalt plants.

TCP303 HOT MIX ASPHALT PLANT TECHNICIAN LEVEL 2

8 hours Contact: Office of Material Technology 443-527-5040

Instruction is given on HMA Superpave mix design analysis, materials selection and process control. Laboratory hand-on
training is also provided. Passing both the written and "hands on practical” exams is required. In addition, on construc-
tion season of successfully designing and placing HMA mixes, and a letter of verification from the Plant Quality Control
Plan Administrator to SHA are required to receive Level 2 Certification. Note: Technicians who pass the level 2 examina-
tion but do not have a full construction season of mix design experience in a plant laboratory will be awarded a certificate

of attendance.

Designed for: Industry employed Quality Control Technicians assigned to Hot Mix Asphalt plants.

TCP304 PROFILE OPERATOR TECHNICIAN
8 hours Contact: Office of Material Technology 443-572-5040

Instruction is given in pavement smoothness. The course is designed for those technicians that are directly involved in
the use of inertial profilers and the application of the data obtained from inertial profilers. Passing a written exam and
confirmation of performance are required to achieve certification.

Designed for: Industry employed Quality Control Technicians assigned to test pavement smoothness.

TCP304T PROFILE OPERATOR TECHNICIAN TEST
4 hours Contact: Office of Material Technology 443-572-5040

Instruction is given in pavement smoothness. The course is designed for those technicians that are directly involved in
the use of inertial profilers and the application of the data obtained from inertial profilers. Passing a written exam and
confirmation of performance are required to achieve certification.
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Designed for: Industry employed Quality Control Technicians assigned to test pavement smoothness.
TCP401 PAVEMENT MARKING CERT TRNG

5 hours Contact: Office of Material Technology 443-572-5040

This training course is the result of a partnership between the American Association of State Highway and Transportation
officials (AASHTO), Federal Highway Association (FHWA), and the Pavement Marking Mid Atlantic Region (MARTCP) in-
cluding classroom training and a practical hands-on session based on the Field Evaluation of Pavement Marking Material
(MSM729) and discuss Maryland Specifications.

Designed for: Pavement Marking Applicators, Inspectors, SHA Staff overseeing or performing Quality Control (QC) or
Qualtiy Assurance (QA).

TCP401T PAVEMENT MARKING CERT TEST

5 hours Contact: Office of Material Technology 443-572-5040

This instruction consists of standard practices, pavement marking materials, roots and descriptions and quality control
practices. Passing both the written and "hands on practical" exams is required to achieve certification.

A program to take the Pavement Marking course via an interactive web-base is also available. this on-line training in-
cludes classroom instruction and a practice exam. The Technician is required to pass a written exam and a "hands on
practical” exam to complete certification.

Designed for: Industry employed Quality Control Technicians assigned to test pavement markings.
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TRAOO2 TRAFFIC CALMING

hours Contact: Office of Traffic and Safety 410-787-4085

This course involves varies traffic calming issues/measure and their effectiveness in addressing the problem.

Designed for: Engineers Planners

TRAOO3 MUTCD TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course deals with the changes in the 2003 MUTCD.

Designed for: Engineers, Planners

TRAOO4 CRITICAL LANE ANALYSIS
hours Contact: Office of Traffic and Safety 410-787-4085

This course covers the critical lane analysis procedure described by the Maryland counties of Montgomery, Prince
George's and Anne Arundel and will also examine other capacity techniques which analyze the critical lane or movement.
The course provides comprehensive coverage of the topic through lecture and problem solving.

Designed for: This course is designed for persons having traffic engineering responsibilities. It is oriented specifically to
engineers and other individuals who are involved in traffic impact analysis and comparative capacity analysis techniques.

TRAOOS SIGNAL TIMING

hours Contact: Office of Traffic and Safety 410-787-4085

This course deals with basic traffic signal timing and operations.

Designed for: Entry level engineers and traffic signal technicians

TRAOOG6 ROAD SAFETY AUDIT
hours Contact: Office of Traffic and Safety 410-787-4085

The road Safety Audit training is prepared specifically to address some SHA's Business Plan goal to reduce the number of
fatalities and serious injuries on all Maryland road. A road safety audits is a formal process for assessing accident poten-
tial and safety performance for and existing and /or future roadways, taking into consideration all roadway users, includ-
ing transit rider, bicyclists and pedestrians. Participants in this 2-day course work in teams to perform an actual site

inspection and practice audit. The course is intended to provide information on the RSA history, process, steps and audit
stages.

Designed for: Target audience are planners, traffic engineers, design engineers construction personnel,
maintenance personnel, bicycle/pedestrian, professional, etc. Anyone involved in the
project development, construction or maintenance of roads.
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TRAOO7 VIDEO DETECTION TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course involves laptop programming set-up and diagnostic of video detection (camera).

Designed for: ITS Technician

TRAOO8 ADVANCED SIGNING AND MARKING
hours Contact: Office of Traffic and Safety 410-787-4085

This course will build upon the design / layout principals learned in "Basic Signing and Marking" and broaden the partici-
pantsknowledge of signing and marking design/layout.

Designed for: All engineers with sign and pavement marking design, or layout responsibilities.

TRAO10 LIGHTING AND ELECTRICAL DESIGN
hours Contact: Office of Traffic and Safety 410-787-4085

This course will provide a basic understanding of the design principals associated with lighting and electrical control sys-
tems.

Designed for: All engineers with lighting or electrical systems design responsibilities.

TRAO11 TRAFFIC SIGNAL DESIGN

hours Contact: Office of Traffic and Safety 410-787-4085

This course will provide a basic understanding of the design principals associated with Traffic Signal Design.

Designed for: All engineers with signal design responsibilities.
TRAO12 SIGN CAD/CAM/TRAK
hours Contact: Office of Traffic and Safety 410-787-4085

This course will provide a basic understanding of the software used in the design , fabrication, and inventory of roadway
guide sign.

Designed for: All engineers with sign design, fabrication, and inventory responsibilities.

TRAO13 SYNCHRO
hours Contact: Office of Traffic and Safety 410-787-4085

It is a 2 day , hands-on class. Trainees learns to create models, enter data, calibrate models, and produce and interpret
reports.

Designed for: Traffic Engineers, those who might use synchro for planning, operational analysis, or MOT
Those who review synchro files produced by consultants
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TRAO14 SITE IMPACT ANALYSIS
hours Contact: Office of Traffic and Safety 410-787-4085

The purpose of this course is to provide traffic engineers, planners the standard techniques to estimate traffic impacts for
small and large site developments.

Designed for: Engineers, Planners

TRAO15 ADVANCED SIGNAL TIMING
hours Contact: Office of Traffic and Safety 410-787-4085

This course deals with advanced signal timing and operations and traffic signal system timing.

Designed for: Signal Timing Operations

TRAO16 SIGNAL INSPECTION CERTIFICATION

hours Contact: Office of Traffic and Safety 410-787-4085

This course is designed to help individuals understand the fundamental concepts associated with the inspection for con-
struction of traffic signal installations.

Designed for: Traffic Signal Inspectors, Contractors

TRAO17 TEST PROGRAM FOR ENGINEERS
hours Contact: Office of Traffic and Safety 410-787-4085

It is a comprehensive training package for engineers. It cover all facets of transportation and traffic engineering for engi-
neers working for state and local governments.

Designed for: Engineers

TRAO18 ELECTRICAL FUNDAMENTALS
hours Contact: Office of Traffic and Safety 410-787-4085

This course is designed for anyone who needs to understand basic electricity in order to improve efficiencies and iptime
at their industrial plants and large building facilities.

Designed for: Inspectors, Technicians

TRAO19 NEC TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

The purpose of this course is to provide anyone working with electricity the most up-to-date, best
practices for safe installation and maintenance of electrical systems and equipment.

Designed for: Electrician, Maintenance Technician
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TRAO20 INTRODUCTION TO ITS
hours Contact: Office of Traffic and Safety 410-787-4085

This course gives an overview of the development and components of ITS. Also, it features many other aspects of ITS
such as communications, procurement, systems management, performance measures, planning of ITS systems, etc.

Designed for: ITS Technicians, Traffic Engineers, Planners, etc.

TRAO21 INTRODUCTION TO ROUNDABOUT DESIGN

hours Contact: Office of Traffic and Safety 410-787-4085

This one-day workshop will provide participants with an introduction to the planning and design of the modern round-
about. Topics covered in the roundabout course will include geometric design, signing, striping, safety, and accommoda-
tion of pedestrians and bicyclists. Also covered will be the advantages and disadvantages of roundabouts.

Designed for: Transportation Planners and Traffic Engineers

TRAO22 UNCONVENTIONAL ARTERIAL INTERSECTION DESIGN
hours Contact: Office of Traffic and Safety 410-787-4085

This course provides Highway and Traffic Engineers with fundamental concepts of unconventional arterial design. In addi-
tion to several concepts, relevant development and applications are introduced with the Maryland experience.

Designed for: Transportation Engineers, Planners

TRAO23 TELEMETRY TWISTED PAIR TROUBLESHOOTING AND INSTALL
hours Contact: Office of Traffic and Safety 410-787-4085

This course involves wiring, set-up, troubleshooting and equipment needs and operating.

Designed for: ITS Technicians

TRAO24 AMPLIFIER TRAINING
2 hours Contact: Office of Traffic and Safety 410-787-4085

This course involves the set-up program using laptop to set up field device and diagnostic include computer operating
system.

Designed for: ITS Technicians
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TRAO25 COMPUTER OPERATING SYSTEM FOR GPS/ AMPLIFIERS,SPEED
2 hours Contact: Office of Traffic and Safety 410-787-4085

Course involves setting up testing field devices.

Designed for: ITS Technicians

TRAO28 GPS/ OPTICOM FOR PRE-EMPTION TRAINING

2 hours Contact: Office of Traffic and Safety 410-787-4085

This course involves the set-up/programming, diagnostic of field devices using laptop. Also wiring in units includes oper-
ating system.

Designed for: ITS Technician llI

TRAO29 ARIES/CENTRAX ICON OPERATING SYSTEMS FOR TRAFFIC
2 hours Contact: Office of Traffic and Safety 410-787-4085

This course involves setting up programming diagnostic usinf computer to draw intersection set up phone numbers, tim-
ings etc.

Designed for: ITS Technician I

TRAO30 AUTOSCOPE AND VIDEO DETECTION COMP OPER
2 hours Contact: Office of Traffic and Safety 410-787-4085

This course involves computer training for video detection.

Designed for: ITS Technicians

TRAO31 BUS INTERDERENCE UNIT(BIU) TESTER TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

To assure that ITS technicians know/understand how to test and the operative importance of this device.

Designed for: ITS Technicans

TRAO32 BUCKET TRUCK TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course offer detail training covering operation of vehicle, bucket PTO, and vehicle maintenance.

Designed for: ITS Technicians
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TRAO33 CONTROL CABINET TRAINING

hours Contact: Office of Traffic and Safety 410-787-4085

This course involves training and working knowledge of a signal cabinet and equipment. The Technician
will be given cabinet/signal plans and cabinet print to complete task

Designed for: ITS Technicians

TRAO34 CONTROLLER/NEMA TS2 TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course involves the programming for a NEMA Controller understanding its features/terminology.

Designed for: ITS Technicians

TRAO35 EDI MAKFUNCTION MANAGEMEMENT UNIT TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course involves the programming/set-up diagnostic using Laptop to retrive data and also how to
read/understand indicators.

Designed for: ITS Technicians

TRAO36 FALL PROTECTION TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

During this training, the manufacturer demonstrates how to properly wear fall protection and how to
fasten to boom.

Designed for: ITS Technicians

TRAO37 FIBER OPTIC MAINTENANCE TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course involves trouble shooting equipment training, splicing, maintenance equipment need and
setup.

Designed for: ITS Technicians
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TRAO38 HANGING SIGNAL, JACKING SPAN MAINTAINING FLD

hours Contact: Office of Traffic and Safety 410-787-4085

This course involves working at Hanover Test Deck to learn to demonstrate overhead signal work/task

Designed for: ITS Technicians

TRAO39 MMU TESTER TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course deal with the testing of the malfunction management unit (MMU).

Designed for: ITS Technicans

TRAO40 AUDIBLE PEDESTRIAN TRAINING
2 hours Contact: Office of Traffic and Safety 410-787-4085

This course involves the setup, programming diagnostic using Laptop, also to wire into cabinet and units
needed.

Designed for: ITS Technicians

TRAO41 SIGNAL EQUIPMENT LOCATOR TRAINING
hours Contact: Office of Traffic and Safety 410-787-4085

This course involves using Locator equipment to locate field signal equipment.

Designed for: ITS Technicians

TRAO42 CERTIFICATION PROGRAM: ITS TECHNICIAN 11
hours Contact: Office of Traffic and Safety 410-787-4085

Program to certify ITS Technician the proficiency of ITS Tech

Designed for:

TRAO043 CERTIFICATION PROGRAM: ITS TECHNICANS 111
hours Contact: Office of Traffic and Safety 410-787-4085

Certification Program : ITS Technician I11

Designed for: Technician that need to be certify
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TRAO44 BASIC SIGNING AND MARKING
hours Contact: Office of Traffic and Safety 410-787-4085

This course will provide a basic understanding of the design principals associated with traffic sign and
pavement marking design/layout.

Designed for: All Engineers with Sign and Pavement marking design, or layout responsibilities.
TRAO45 BASIC BATTERY BACKUP TRAINING
4 hours Contact: Office of Traffic and Safety 410-787-4085

This course covers the setup, testing and maintenance of battery backup systems for traffic signals.

Designed for: This training is only for ITS Technicians

TRAO46 ADVANCED BATTERY BACKUP TRAINING
4 hours Contact: Office of Traffic and Safety 410-787-4085

This course covers the setup, testing and maintenance of battery backup systems for traffic signals.

Designed for: This training is only for ITS Technicians

TRA113 TRAFFIC ENGINEERING SHORT COURSE
40 hours Contact: Office of Traffic and Safety 410-787-4085

This five day course covers many aspects of traffic engineering including design, data analysis, operation and manage-
ment. In addition, related factors such as road use characteristics, public influence and traffic calming are addressed in
the class.

Designed for: Persons with an engineering background and or traffic engineering responsibilities in a
related field.

TRA114 TEMPORARY TRAFFIC CONTROL TRAFFIC MANAGER TRAINING

8 hours Contact: Office of Traffic and Safety 410-787-5876

This is an eight hour class designed for persons responsible primarily for the installation and maintenance of Temporary
Traffic Control (TTC) setups, to make work areas safer for workers, motorists, and pedestrians. This course provides
information on the proper TTC setups, and Traffic Control Devices (TCD) as well as other information to safely guide traf-
fic through and/or around the work area. The course specifically provides information on Part VI of the Federal Highway
Administration (FHWA) Manual on Uniform Traffic Control Devices (MUTCD), related legal matters (including risk reduc-
tion), accident statistics/reporting forms, positive guidance and driver expectancy, specifications and standard TTC Typi-
cal Applications (TA). Other people interested in the design of Maintenance of Traffic (MOT) plans should also find this
course helpful.

Designed for: Anyone who works along any Maryland highways.
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TRA115 BASIC TEMPORARY TRAFFIC CONTROL OVERVIEW
2 hours Contact: Office of Traffic and Safety 410-787-5876

This is a three-hour class that provides an basic introduction to Temporary Traffic Control practices.

IMPORTANT: This is not the Temporary Traffic Control Traffic Manager Course (TRA114) that is conducted by the Mary-
land Highway Contractor's Association.

MAINTENANCE EMPLOYEES: The training is one of a number of certification training elements under the Maintenance
Certification Program (MCP). Facility Maintenance Technician (FMT) series employees must complete specific elements
(training & certification testing) under the program to be eligible to be reclassified to the next higher classification.

Designed for: All employees needing a basic understanding of temporary traffic control practices.
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Welcome to the Bentley LEARN training!
All users in SHA now have unlimited access to LIVE training in a virtual classroom and OnDemand eLearning from Bentley.

IMPORTANT: user accounts are required. Please contact Brian Crocetti at 410.545.8853 or email: bcro-
cetti@sha.state.md.us

The Bentley LEARN training subscription provides SHA with exceptional training for Bentley products so that SHA can eliminate
training-related travel time and cost, reduce scheduling headaches, and create a culture of continuous learning. Users with an
account are able to gain unlimited access to LIVE training courses in a virtual classroom and OnDemand eLearning lectures and
courses.

Training information and materials are available through the Bentley website at www.bentley.com/training.

LIVE Training in a Virtual Classroom

Hands-on LIVE training courses are delivered by Bentley experts in a virtual classroom online. Choose from hundreds
of courseware titles with hundreds of course dates scheduled annually.

Students attend virtual classroom sessions from their home or office computers. While the students and instructor are
separated physically, they interact and collaborate in real time with the aid of technology.

The instructor communicates with the class in a variety of ways, including live audio via voice over IP, instant messag-
ing and chat, polling, and the ability to raise a virtual hand. There are a whiteboard and private breakout rooms as well.

Application sharing allows both the instructor and the students to share work, demonstrate problems, and provide feed-
back. When learning how to use Bentley software, the technology enables students to toggle between the lesson and
the application, so they can immediately apply what's been learned.

Watch the virtual classroom online seminar at http://www.bentley.com/VirtualClassroomSeminar to learn more about its
features and capabilities.

OnDemand eLearning:
Course catalog (http://www.bentley.com/en-US/Training/Products/Resources/Courses/Find+Courses.htm)

Bentley’s comprehensive library of self-paced content increases productivity, reduces support overhead, and removes
scheduling headaches. Choose from thousands of lectures and hands-on courses totaling tens of thousands of hours
of learning content.

OnDemand eLearning lectures are typically about an hour in length and are delivered by Bentley’s experienced in-
structors and software developers to reinforce and supplement LIVE training. Topics include best practices, overviews
of specific features, and real-world applications of Bentley products.

OnDemand eLearning hands-on courses contain the same in-depth application training material available in Bentley
Institute LIVE training courses. OnDemand elLearning courses are modularized to enable professionals to perform each
exercise at their own pace.
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Welcome to online learning at SHA. We are excited
to provide you with this valuable opportunity to
access a wealth of online learning courses avail-
able through the SHA Online Learning Center. SHA
employees have access to a comprehensive library
of online courses and learning resources. Skill de-
velopment courses are available in a wide variety of
areas such as office productivity, customer ser-
vice, interpersonal skill, communication, leader-
ship, team building, project management and Mi-
crosoft Office 2007 to name a few.

Search the online Course Catalog

These learning opportunities consist of highly inter-
active courses, job aides, skill briefs, and simula-
tion designed to increase transfer of learning to the
job. Skill development is available in a wide variety
of areas..

Before you Begin:

e Review your PDP to identify which online
learning course you will take. Make sure you
plan sufficient time to complete your course
(you can start and stop courses easily).

e You will need speakers or headphones in or-
der to take the online course and ensure this
will not disrupt anyone in your work area.

Get Started: access the SHA Online Learning Cen-

ter

e Selected your course from the catalog

e Click “Request”.

e Click “Register”.

e Then, from your transcript, click “Launch”.

e Proceed with your course (you can stop and
start courses as needed).

If you would like access to these online courses,
please contact your local Unit Training Coordina-
tor.

Here is just a sample of what is available:

Communication

e Giving Successful Presentations

e The Effective Business Meeting

e Emotional Intelligence at Work

e Professionalism and Business Etiquette

e Working with and Managing Difficult People
Customer Service

e Managing a Customer-focused Department
e Internal Customer Service
e Measuring Customer Satisfaction
e Excelling at Customer Service
Desktop
e MS Office: Collaborating, Communicating and
Sharing Info
e MS Office: Applications (Word, Excel, Power-
Point, Access)
Management
e Moving into Management
e Crucial Skills for Tomorrow's Managers
e Effective Delegation
e Facilitating Successfully
e Coaching with Confidence
e The Essentials of Mentoring
e Appraising Performance
Personal Development
e Creativity and Innovation in the Workplace
e Fast-tracking Your Career
e Business Ethics
e Handling Organizational Change
e Decision-making and Problem-solving for
Business

Team Building

e Making Teams Work: Capitalizing on Conflict
e Participating in Teams

e High-Performance Onsite-and Virtual Teams
e Leading Teams

And Many, Many, More, over 800 in all!!
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Note: All Web-based NHI courses are offered at no cost to SHA employees.

NHI1131103 DESIGN & CONSTRUCTION OF QUALITY PREVENTIVE
16 hours Contact: Organizational Development 410-545-0337

In preventive maintenance, the types of treatments and the timing of their applications provide highway agencies with a
very broad range of life-extending treatment techniques and enable agencies to achieve their goals of enhancing pave-
ment performance in a cost-effective and efficient manner while meeting their customers need for an improved level of
service.

This course targets those field personnel involved in constructing preventive maintenance treatments, including both
buying agency's inspectors and the contractors foremen and field crews. It contains modules on all of the categories of
preventive maintenance treatments in widespread use today, focusing on the best practices for designing and construct-
ing those treatments. It also addresses troubleshooting construction practices, so that participants can clearly identify
the results of poor construction practices. This course is the second in a series of three courses (NHI 131115, 131103,
and 131116) on the general subject of pavement preservation.

The 2-day version consists of Modules 1 and 4, with content selected by the hosting organization from topics in Modules
2 and 3. The course instructor will assist the host in selecting the most appropriate topics for the target audience and
length of the session.

Module 1: Introduction to Preventive Maintenance

Module 2: Crack Filling and Sealing; Fog Seals, Sand Seals, Scrub Seals, and Rejuvenators; Slurry Seals and Microsur-
facing; Chip Seals; In-Place Recycling; Thin and Ultra-Thin HMA Overlays

Module 3: Joint Resealing and Crack Sealing; Diamond Grinding and Grooving; Full-Depth Repairs;

Partial-Depth Repairs' Load Transfer Restoration; thin PCC Overlays; Undersealing

Designed for: Construction foremen and agency construction inspectors, up to and including middle managers. While it is
aimed at those who have some familiarity with the equipment and materials used to construct effective preventive mainte-
nance treatments, it should a

NHI1131110 TCCC PAVEMENT PRESERVATION TREATMENT - WEB COURSE
6.5 hours Contact: Organizational Development 410-545-0337

FHWA, in partnership with Caltrans and the National Center for Pavement Preservation, created the Pavement Preserva-
tion Treatment Construction Guide (PPTCG) as a resource for agency and industry pavement preservation practitioners.
The guide covers basic pavement preservation concepts, as well as information on specific treatments to extend the life
of asphalt pavements. This course is designed to provide participants with an introduction to the PPTCG, so that they can
better use it to familiarize themselves with general information on pavement preservation concepts and techniques. The
training course is primarily targeted at individuals unfamiliar with pavement preservation policy and technical informa-
tion.

Designed for: The primary audience for the Pavement Preservation Treatment Construction WBT course is Federal, State,
and local highway construction and maintenance teams, specifically the highway workers and inspectors involved in the
advancement of pavement preservation

NHI1131110 PAVEMENT PRESERVATION TREATMENT SERIES: THIN HMA Overlays
1 hours Contact: Organizational Development 410-545-0337

This training is a part of the "Pavement Preservation Treatment" series and is designed to provide participants with infor-
mation on thin functional hot-mix asphalt overlays. Topics include: proper usage, suitable pavement conditions, con-
struction, and troubleshooting.

This training draws on the Pavement preservation treatment Construction Guide (PPTCG), which was created by FHWA,
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in partnership with Caltrans, the National Center of Pavement Preservation, and the Transportation Curriculum Coordina-
tion Council (TCCC) as a resource for agency and industry pavement preservation practitioners. It provides information
on basic pavement preservation concepts and the different treatments available and how they should be applied, so
agencies can ke informed decisions when determining which treatments best fit their pavement preservation needs. The
training is primarily targeted at individuals unfamiliar with pavement preservation policy and technical information.

Designed for: The primary audience for the Pavement Preservation Treatment Construction WBT course is Federal, State,
and local highway construction and maintenance teams, specifically the highway workers and inspectors involved in the
placement of pavement preservation.

NH1131110 PAVMENT PRESERVATION TREATMENT SERIES: INTRO TO PPTCG

0.5 hours Contact: Organizational Development 410-545-0337

This training is part of the "Pavement Preservation Treatment" series and is designed to provide participants with an in-
troduction to the Pavement Preservation Treatment Construction Guide (PPTCG) and the basics of pavement preserva-
tion. Topics include: pavement structure, distresses, and differentiating pavement preservation from preventive mainte-
nance.

As stated, this training draws on the PPTCG, which was created by FHWA, in partnership with Caltrans, the National Cen-
ter for Pavement Preservation, and the Transportation Curriculum Coordination Council (TCCC) as a resource for agency
and industry pavement preservation practitioners. It provides information on basic pavement preservation concepts and
the different treatments available and how they should be applied, so agencies can make informed decisioins when deter-
mining which treatments best fit their pavement preservation needs. The training is primarily targeted at individuals
unfamiliar with pavement preservation policy and technical information.

Designed for: The primary audience for the Pavement Preservation Treatment Construction WBT course is Federal, State,
and local highway construction and maintenance teams, specifically the highway workers and sinpectrs involved in the
placement preservation treatments.

NHI1131110 PAVEMENT PRESERVATION TREATMENT SERIES: LOCALIZED
1 hours Contact: Organizational Development 410-545-0337

This training is part of the "Pavement Preservation Treatment" seris and is designed to provide participants with informa-
tion on localized pavement repair. Topics include: pothole formation and edge failure, seal or fill decisions, construction
of, and problems with, pothole patching, dig outs, edge repairs, and skinpatching, and capabilities and limitations of lo-
calized repairs.

This training draws on the Pavement Preservation Treatment Construction Guide (PPTCG), which was created by FHWA,
in partnership with Caltrans, the National Center for Pavement Preservation, and the Transportation Curriculum Coordina-
tion council (TCCC) as a resource for agency and industry pavement preservation practitioners. It provides information
on basic pavement preservation concepts and the different treatments available and how they should be applied, so
agencies can make informed decisions when determining which treatments best fit their pavement preservation needs.
The training is primarily targeted at individuals unfamiliar with pavement preservation policy and technical information.

Designed for: The primary audience for the Pavement Preservation Treatment Construction WBT course is Federal, State
and local highway construction and maintenance teams, specifically the highway workers and inspectors involved in the
placement of pavement preservation
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NHI1131110 PAVEMENT PRESERVATION TREATMENT SERIES: SLURRY SEALS

1 hours Contact: Organizational Development 410-545-0337

This training is part of the "Pavement Preservation Treatment" series and is designed to provide
participants with information on slurry seals. Topics include: reasons to use slurry seals, gradations of slurry seal aggre-

gate, preparation and application process, and problems and solutions.

This training draws on the Pavement Preservation Treatment Construction Guide (PPTCG), which was created by FHWA,
in partnership with Caltrans, the National Center for Pavement Preservation, and the Transportation Curriculum Coordi-
nation Council (TCCC) as a resource for agency and industry pavement preservation practitioners. It provides infroma-
tion on basic pavement preservation concepts the different treatments available and how they should be applied, so

agencies can make informed decisions when determining which treatments best fit their pavement preservation needs.
The training is primarily targeted at individuals unfamiliar with pavement preservation policy and technical information.

Designed for: The primary audience for the Pavement Preservation Treatment Construction WBT course is Federal, State,
and local highway construction and maintenance teams, specifically the highway workers and inspectors involved in the
placement of pavement preservation.

NHI131110 PAVEMENT PRESERVATION TREATMENT SERIES:MICRO-
1 hours Contact: Organizational Development 410-545-0337

This training is part of the "Pavement Preservation Treatment" series and is designed to provide participants with infor-
mation on micro-surfacing. Topics include: pavement and traffic condition considerations, construction, and trouble-
shooting.

This training draws on the Pavement Preservation Treatment Construction Guide (PPTCG), which was created by FHWA,
in partnership with Caltrans, the National Center for Pavement Perservation, and the Transportation Curriculum Coordi-
nation Council (TCCC) as a resource for agency and industry pavement preservation practitioners. It provides informa-
tion on basic pavement preservation concepts and the different treatments available and how they should be applied, so
agencies can make informed decisions when determining which treatments best fit their pavement preservation needs.
The training is primarily targeted at individuals unfamiliar with pavement preservation policy and techncal information.

Designed for: The primary audience for the Pavement Preservation Treatment Construction WBT course is Federal, State,
and local highway construction and maintenance teams, specifically the highway workers and inspectors involved in the
placement of pavement preservation.

NHI1131113 FUNDAMENTALS OF LIFE CYCLE COST ANAYLSIS - WEB— BASED

6 hours Contact: Organizational Development 410-545-0337

The course is composed of two live Web conference presentations and a Web-based independent study. Between the
two Web conference sessions the participant will complete the Web-based independent study module.

In this course the baic terminology, concepts, and processes involved in Life Cycle Cost analysis (LCCA) are presented.
Deterministic and probabilistic life cycle cost analysis are presented. The factors to consider in the calculation of user
costs are discussed, including operating conditions, traffic effects, and cost components. The course also covers the role
of probability and simulation as it is applied in LCCA. Probability and simulation are tools under to better understand risk
in the decision-making process. The course provides an understanding or risk, how to quantify it, and mitigate its ef-
fects; and includes  discussion of data presentation, central tendency, variability, Monte Carlo Simulation, and other
statistical tools. The course provides an example LCCA using the Real Cost LCCA Software.

The Fundamentals of LCCA course assumes proficiency in basic math skills. If you would like to review any basic math
skills, such as addition, subtraction, multiplication, division, or fractions, please consider completing FHWA-NHI-134072
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before taking the Fundamental of LCCA course. You can register for this course on the NHI Web site at
www.nhi.fhwa.dot.gov.

The Web conferences are scheduled on the start and ed dates listed for the session. As a participant you can anticipate
to spend 90 minutes to 2 hours on each day of training, including the independent study on the second day.

To receive CEU credits for the course, participants must complete a Web-based examination and course
evaluation.

Designed for: This training targets design, maintenance, and materials engineers, finance managers, programming
personnel, management syst4ms personnel, planners and materials engineers.

NHI1131116 PAVEMENT MANAGEMENT SYSTEMS: CHARACTERISTICS

12 hours Contact: Organizational Development 410-545-0337

Transportation agencies have made large investments in their pavement infrastructure, which makes effective pavement
management an important component of an agency's transportation asset management program. However, pavement
management concepts are not always taught in the traditional civil engineering curriculum and there is little training
available on this important concept. In fact, in a 2006 survey of the Federal Highway Administration (FHWA) division
offices, most offices indicated a need for training in this area. The need was further emphasized by participants at the
2007 National Pavement Management Conference.

This 1.5-day course was designed to help improve the effectiveness of an existing pavement management program. In
addition to introducing the basic components of an effective pavement management program, the course materials illus-
trate the effective use of pavement management information and provide opportunities for participants to identify strate-
gies that will help enhance their existing capabilities. the focus of the class is broad enough to include data collection
activities, condition assessment, program development, investment analysis, and other uses of pavement management
information to support an agency's decision processes to improve pavement performance. The role of pavement man-
agement in supporting an agency's transportation asset management program at the

strategic, network, and project levels is also introduced.

This 1.5 day version of the course allows for a state to receive all of the lessons in Module 4: Lesson 4-1 (strategies to
improve the effectiveness of the agency's pavement management program), Lesson 4-2 (pavement condition assessment
and performance modeling), and Lesson 4-3 (using pavement management to support a pavement preservation pro-
gram). Since it is offered at no charge, availability of instructors may be limited.

Designed for: The target audience for this course includes transportation professionals from state and local agencies re-
sponsible for managing and maintaining pavements and/or prioritizing pavement projects for programming purposes.

NHI1131117 TCCC BASIC MATERIALS FOR HIGHWAY CONSTRUCTION & MAINTENANCE
3 hours Contact: Organizational Development 410-545-0337

This training is provided by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to review
basic materials for highway and structure construction and maintenance. The training was prepared by State DOT per-
sonnel for State DOT personnel. It contains good practices from various agencies. Each State agency/company has their
own specifications, which the viewer needs to review and follow.

Although there are a number of materials used in the construction and maintenance process for both highways and struc-
tures, this course is focused on the three basic materials. They are Aggregate, Portland Cement Concrete (referred to as
C), and Hot Mix Asphalt (referred to as HMA).

This training is directed toward the entry level technician, to give them a general view of the basic materials used in con-
struction and maintenance. The course modules will address the procedures used in the production and sampling of ag-
gregates.
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Module 1 is called Basic Aggregates and includes quarry inspection, sand operation, stockpiling, and sampling. Module 2
covers Portland cement, including the production of Portland Cement, the hydration process, as well as other cementing
materials used in concrete such as water, admixtures, and aggregates. Module 3 reviews Hot Mix Asphalt, including the
asphalt binder and aggregates used in the production.

Designed for: This training is designed for Level | and Level Il State/local public agency personnel their industry counter-
parts involved in the construction, maintenance and testing process for highways and structures. Level | or Entry refers to
employees/trainees.

NHI1131126 TCCC CONCRETE PAVEMENT EVALUATION - WEB-BASED
2 hours Contact: Organizational Development 410-545-0337

This training was prepared by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to pro-
vide guidance on critical concrete pavement preservation issues. The training was sponsored by the FHWA and devel-

oped by the National Concrete Pavement Technology Center at lowa State University. this training is offered by NHI, and
we would like to give special recognition of the TCCC for their efforts. This course is recommended for the Transportation

Curriculum Coordination Council levels | -1V.

This module discusses how preventative maintenance impacts pavement preservation, good candidates for preservation,
and the benefits to pavement preservation. This module also describes the common procedures associated with conduct-
ing thorough pavement evaluations.

This module is part of the curriculum from the Concrete Pavement Preservation Series (FHWA-NHI-131126) which pre-
sents current guidelines and recommendations for the design, construction, and selection of cost-effective concrete pave-
ment preservation strategies.

Designed for: The intended audience for the Concrete Pavement Preservation Web-based Training is quite diverse, and
includes design engineers, quality control personnel, contractors, suppliers, technicians, and trades people. While the con-
crete pavements and pavement

NHI1131126 TCCC DIAMOND GRINDING AND GROOVING - WEB-BASED
1 hours Contact: Organizational Development 410-545-0337

This training was prepared by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to pro-
vide guidance on critical concrete pavement preservation issues. The training was sponsored by the FHWA and devel-
oped by the National Concrete Pavement Technology Center of lowa State University. This training is offered by NHI,
and we would like to give special recognition to the TCCC for their efforts. This course is recommended for the Transpor-
tation Curriculum Coordination Council levels | - IV.

This module describes recommended procedures for surface restoration of Portland cement concrete (PCC) pavements,
specifically diamond grinding and diamond grooving operations.

This module is part od the curriculum from the Concrete Pavement Preservation Series (FHWA-NHI-131126) which pre-
sents current guidelines and recommendations for the design, construction, and selection of the cost-effective concrete
pavement preservation strategies.

Designed for: The intended audience for the Concrete Pavement Preservation Web-based Training is quite diverse, and
includes design engineers, quality control personnel, contractors, suppliers, technicians, and trades people.
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NHI1131126 TCCC JOINT SEALING AND CRACK RESEALING - WEB-BASED
11 hours Contact: Organizational Development 410-545-0337

This training was prepared by the Transportation Curriculum Coordination council (TCCC) in partnership with NHI to pro-
vide guidance on critical concrete pavement preservation issues. The training was sponsored by the FHWA and devel-
oped by the National Concrete Pavement Technology Center at lowa State University. This training is offered by NHI,
and we would like to give special recognition to the TCCC for their efforts. This course is recommended for the Transpor-
tation Curriculum Coordination Council levels | -1V.

This module covers joint resealing and crack sealing for concrete pavements. Joint resealing and crack sealing is defined
as placement of an approved sealant material in an existing joint or crack to reduce moisture infiltration and prevent in-
trusion of incompressibles.

This module is part of the curriculum from the Concrete Pavement Preservation Series (FHWA-NHI-131126) which pre-
sents current guidelines and recommendations for the dedign, construction, and selection of cost-effective concrete pave-
ment preservation strategies.

Designed for: The intended audience for the Concrete Pavement Preservation Web-based Training is quite diverse, and
includes design engineers, quality control personnel, contractors, suppliers, technicians, and trades people.

NHI1134075 TCCC HARDENED CONCRETE PROPERTIES-DURABILITY
1 hours Contact: Organizational Development 410-545-0337

This training is provided by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to review
integrated materials and construction practices for concrete pavement. The training was developed by the National Con-
crete Pavement Technology Center at lowa State University. This training is recommended for the Transportation Cur-
riculum Coordination Council levels I1-1V.

Durability as a property of hardened concrete is essential for long-lasting pavements. This workshop discusses factors
that contribute to durable concrete and covers permeability, frost resistance, sulfate resistance, alkali silicia attack, and a
brief look at abrasion resistance.

This module is part of a curriculum from the "Integrated Materials and Construction Practices for Concrete Pavement"
manual developed through the National Concrete Pavement Technology Center at lowa State University.

Designed for: This training is designed for FHWA, State, and local agencies and their industry counterparts involved in the
process to assure that concrete meets all the requirements for durability. It is applicable to anyone desiring a better un-
derstanding of the factors effecting concrete durability.

NH1134084 TCCC FUNDAMENTALS OF MATERIALS USED FOR CONCRETE

8 hours Contact: Organizational Development 410-545-0337

This training was developed by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to
review integrated materials and construction practices for concrete pavement. It is the first training of its kind offered by
NHI, and we would like to give special recognition tot he TCCC for their efforts. This course is recommended for the
Transportation Curriculum Coordination Council levels 11 - IV.

The materials used in Portland cement concrete play an extremely valuable role in the performance of the concrete. This
training covers both the non-reactive and reactive materials used in Portland cement concrete. This would include the
aggregates, curing compound, reinforcement, and the materials that are chemically reactive.

Designed for: This training is designed for FHWA, State, and local agencies and their industry counterparts involved in the
process to assure that the materials used in the Portland cement concrete meet specification requirements and are com-
patible to provide good, durable concrete.
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NH1134085 TCCC INCOMPATIBILITY IN CONCRETE PAVEMENT SYSTEMS -
8 hours Contact: Organizational Development 410-545-0337

The materials used in portland cement concrete play an extremely valuable role in the performance of the concrete. This
training covers the incompatabilities of materials used in portland cement concrete. Although certain materials may be per-
fectly acceptable on their own, when they are combined they are not compatible with each other. This can cause early stiff-
ening, retardation, cracking, and the lack of a quality of air void system.

Designed for: This training is designed for FHWA, State, and local agencies and their industry counterparts involved in the
process to assure that the materials used in portland cement concrete meet specification requirements and are compatible
to provide good, durable concrete.

NH1134087 TCCC MIX DESIGN PRINCIPLES - WEB-BASED
8 hours Contact: Organizational Development 410-545-0337

This training was developed by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to
review integrated materials and construction practices for concrete pavement. It is the first training of its kind offered by
NHI, and we would like to give special recognition to the TCCC for their efforts. This course is recommended for the
Transportation Curriculum Coordination Council levels Il - V.

This module discusses mix design and mix proportioning. Mix design is the process of choosing the characteristics we are
looking for in the concrete mixture. Mix proportioning, on the other hand, involves taking the information provided by
the mix design process and using that information provided by the mix design process and using that information to de-
termine he actual proportions of ingredients in the mixture. This course discusses theoretical, laboratory, and field test-
ing to determine the Portland cement concrete mix that will achieve the best possible durability, strength, constructabil-
ity, economy, and uniformity.

Designed for: This training is designed for FHWA, State, and local agencies and their industry counterparts involved in the
process to assure that the mix design and proportioning of Portland cement concrete materials meet specification require-
ments and provide good, d

NH1134102 TCCC TROUBLESHOOTING FOR CONCRETE PAVEMENTS-WEB-BASED

1 hours Contact: Organizational Development 410-545-0337

This training is provided by the Transportation Curriculum Coordination Council (TCCC) in partnership with NHI to review
integrated materials and construction practices for concrete pavement. The training was developed by the National Con-
crete Pavement Technology Cener at lowa State University. This training is recommended for the Transportation Curricu-
lum Coordination Council levels 111 and IV.

This module covers using the information available in the IMCP Manual and particularly tables 10-1 through 10-4 to iden-
tify and diagnose problems related to concrete pavement pre and post construction and to develop a plan to address the
problems.

This module is part of a curriculum from the "Integrated Materials and Construction Practices for Concrete Pavement"
manual developed through the National Concrete Pavement technology Center at lowa State University.

Designed for: This training is designed for FHWA, State and local agencies and their industry counterparts involved in de-
signing mixes, constructing and inspecting Portland cement concrete pavements.
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NHI1134108 TCCC PLAN READING - WEB-BASED
8 hours Contact: Organizational Development 410-545-0337

The Transportation Curriculum Coordination Council (TCCC) in partnership with NHI is pleased to offer this comprehen-
sive training series (FHWA-NHI-134108) for highway plan reading. This training is recommended for the Transportation
Curriculum Coordination Council Levels I1-1V.

The ability to read plans is essential for anyone involved in highway and/or bridge construction. This training contains
modules covering both basic plan reading instructions as well as, providing a more in-depth level of instruction for any-
one seeking more information and/or a review of plan reading.

To streamline registration and enable you to take some or all of these trainings wihen it best suits your schedule, we
have created this new series option which automatically registers you for all 8 modules-it's that easy. They are as fol-
lows:

Module 1: Highway Plan Reading Basics (134108A) - This module describes the foundational information needed to begin
reading and understanding highway plans. This includes an overview of the title pages and its components, station num-
bers, townships, and quantity estimates.

Module 2: Grading Plans (134108B) - This module reviews the information found in the Grading Plans (sheets that begin
with "B") section of a highway plan.

Module 3: Traffic Control Plans (134108C) - This module reviews the information found in the Traffic Control Plans
(sheets that begin with "C") section of a highway plan.

Module 4: Erosion and Sediment Control Plans (134108D) - This module reviews the information found in the Erosion
and Sediment Control Plans (sheets the begin with "D") section of a highway plan.

Module 5: Right of Way Plans (134108E) - This module reviews the information found in Right-of-Way Plans for a high-
way project.

Module 6: County Plans (134108F) - This module reviews the information found in a county plan.
Module 7: Bridge Plans (134108G) - This module reviews the information found in a bridge plan.

Module 8: Culvert Plans (134108H) - This module reviews the information found in a culvert plan.

Designed for: This training is designed for FHWA, State and local agencies and their industry counterparts involved in the
construction process of highways, county, or culverts. It is applicable to anyone desiring a better understanding of plans.

NH1141047 LOCAL PUBLIC AGENCY REAL ESTATE ACQUISITION - WEB-— Based
6.5 hours Contact: Organizational Development 410-545-0337

This Web-based seminar is designed for Local Public Agency staff unfamiliar with Federal requirements when acquiring
real property for Federally-assisted projects. Comprised of seven distinct learning modules, this self-paced seminar pro-
vides basic information on relevant laws and regulations-- especially the Uniform Relocation Assistance and Real Property
Acquisition Policies Act of 1970 (Uniform Act), as amended. This training provides participants with a working knowledge
of the Federal requirements for acquiring real property and relocating displaced persons and businesses when Federal
funds are used in any part of the project.

Designed for: Local Public Agency (LPA) project managers and Right-of-Way (ROW) staff; FHWA, other Federal agency
and State staff; and consultants who are unfamiliar with Federal-aid ROW acquisition requirements under the Uniform Act.

SHA Training and Development catalog Page 118



National Highway Institute SHA
www.nhi.fhwa.dot.gov
State Higtway

Mmlnlslrallen C

NH1142052 INTRODUCTION TO NEPA AND TRANSPORTATION
6.5 hours Contact: Organizational Development 410-545-0337

This Web-based course is a basic introduction to FHWA's National Environmental Policy Act (NEPA) transportation decision
making process. It provides an overview of the environmental process, including the integration of social, environmental,
and economic factors within the framework of existing laws, regulations, policies, and guidance for transportation project
decisions. The course covers the requirements of NEPA as implemented by the Council on Environmental Quality, as well
as FHWA's regulations and guidance for NEPA implementation and project decision making. Separate lessons address
such topics as purpose and need, alternatives development and analysis, impact analysis, public involvement, inter-
agency coordination, mitigation, and documentation. This course is recommend prior to enrolling in NHI-142005.

Designed for: Staff from FHWA, State DOT (including consultants acting on behalf of the State), Federal and State envi-
ronmental resource agencies, local government, and MPOs who participate in the transportation decision making process.

NH1142059 EFFECTIVE COMMUNICATIONS IN PUBLIC INVOLVEMENT

8 hours Contact: Organizational Development 410-545-0337

This new offering, a blend of Web-based Training (WBT) and Web-conference Training (WCT), is sponsored by the FHWA
Resource Center Environment and Communications Technical Service Teams. Participants need access to both a tele-
phone and an internet connection to participate in the live WCT sessions. The course length is six hours total, comprising
of (2) two hour modules of instructor-led Web-conference training (WCT) and two hours of self-paced Web-based training
(WBT). Course is completed over six consecutive business days, starting on a Tuesday and ending on a Tuesday. This
course helps transportation officials become better communicators when conducting the public involvement component of
transportation planning and project delivery. Participants learn ways to overcome the frustrations and loss of control dur-
ing public meetings because of hostilities, grandstanding and gamesmanship. The course explores how and why the pub-
lic develops entrenched and sometimes inflexible, emotionally charged positions; traces the root causes of hostilities and
anger in public involvement; and teaches strategies to help you and your organization gain trust and credibility with the
public. Additionally, the course covers how to incorporate an effective communications plan into the public involvement
program; prepare for and carry out all types of public meetings; handle hostile groups and individuals; give effective
presentations at public meetings; as well as completing proper meeting follow up.

Designed for: Federal, State and local transportation agency staff, metropolitan planning organization personnel, consult-
ants and other

NHI1380079 AASHTO ROADSIDE DESIGN GUIDE - WEB-BASED
14 hours Contact: Organizational Development 410-545-0337
Get an overview of the AASHTO Roadside Design Guide. Emphasis is on current highway agency policies and practices.
The course provides an overview of the AASHTO "Roadside Design Guide.” Emphasis is on current highway agency poli-

cies and practices. The AASHTO "Roadside Design Guide" is the textbook for this course.

Designed for: Federal, State and local highway engineers involved in the formulation and/or application of policies and
standards relating to the design of safer roadsides.

NHI1380095 GEOMETRIC DESIGN: APPLYING FLEXIBILITY AND RISK
16 hours Contact: Organizational Development 410-545-0337

Designed for:
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