VTrans Training Center Bulletin

Message from the VTTC Program Manager

Karalene M. Miner

It’s been just over eight months since my assighment to
lead the agency’s training center and | am amazed in
such a short time how much we’ve achieved to date.

Below are some of the highlights:

Course offerings expanded from 1 to 83

Prior to my tenure at the VTTC, one class was available to
employees — Construction Safety Awareness (CSA). We
now offer 83 classes (FY’14 and FY’15 combined) covering
multiple disciplines: Employee Development, Technical,
Equipment and Mechanical, Information Technology,
Safety. Classes are taught by in-house experts or
professional contractors.

Adopted Transportation Curriculum Coordination Council
(TC3) Competencies

The TC3 is a subcommittee of AASHTO and its work is
widely recognized and valued by Departments of
Transportation throughout the United States.

Previously, the VTTC offered safety training at the
Awareness level. It now provides multi-disciplinary training
at the Awareness, Qualified and Competent levels, which
allows management the ability to select the level of
training appropriate to staffing and project needs.

Accreditation

The VTTC partnered with Community College of Vermont
to accredit its Supervisory Leadership

Program. Employees who successfully complete the
program receive three college credits. The VTTC plans to
offer additional accredited courses in FY’15.

Job Development Plans (JDP) and Individual Development
Plans (IDP)

JDPs are course pathways designed by VTTC staff and
agency managers to help employees become proficient
in their positions, thereby providing value to both the
employees and the agency. Each JDP will include a core
curriculum focusing on respect in the workplace (i.e.,
diversity, discrimination, sexual harassment, conflict
resolution).

IDPs are course pathways employee-designed with a goal
of providing assistance to the employee in attaining
career goals. Employees are encouraged but not
mandated to create an IDP. Itis expected that IDPs will
benefit the employee and help position the AOT to be an
employer of choice.
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Partnerships

Partnerships have been forged with several
organizations, including: Community College of
Vermont, University of Vermont, Vermont Local Roads,
Associated General Contractors, Agency of Natural
Resources, Vermont Emergency Management, Vermont
Fire Prevention Council; Buildings and General Services;
AAASHTO Tri-State Consortium. The partnerships allow
the VTTC to provide AOT employees with a greater array
of trainings, and have enhanced relationships between
the AOT and the partner organizations. Partner
organizations are invited to send employees to VITC
trainings.

Community College of Vermont offers an associate
degree in business with a focus on transportation.

Performance Measurements

The VTTC will use data from the following to measure

performance:

e Participant and supervisor surveys results to
determine knowledge transfer from training site to
work site.

Number of employees taking JDP-required courses.
Number of employees who have completed
mandated courses (safety, supervisory, EEO).

Public Outreach

The VTTC and Agency of Natural Resources intend to
bring the Rivers and Roads training to high school and
elementary school students in Spring 2014.

The VTTC and UVM Transportation Research Council are
working to provide technical centers with AOT
employee-instructors to introduce technical center
students to careers in transportation.

As you can see, we’re working towards bringing the very
highest standard of leaning to agency employees.
There is still a lot of work, and I’m confident that that
training our customers “you” receive will meet your
personal and professional needs.

With that said, I’'m very happy to be brining a number of
new training offerings coming this fall / winter, outlined in
the following pages.

Remember—uvisit our website frequently for the most
current training opportunities.
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Interviewing & Hiring for Success SUP 202

This one-day workshop explains the State’s hiring process and practice in
detail. Course includes interviewing concepts necessary to identify and
select qualified applicants, avoid legal pitfalls, learn skills for better
interview preparation, learn effective interviewing techniques, streamline
the decision-making process, and welcome the new employee.

Course Dates: December 4, 2013

Time: 8:30 to 3:30

Location: VITC

Facilitator: Colleen Montague, EEO, Civil Rights

Audience: All employees who anticipate sitting on an interview panel &
FOS

This half-day workshop will introduce participants to the tools to build
strong ethical behavior in the workplace.

Course Dates: Coming Soon this Fall / Winter
Time: 12:45 to 3:00

Location: VTTC

Facilitator: VTTC Instructor / General Counsel
Audience: All Employees & FOS

Employee Development
AOT Fundamentals of Supervision

This six-day course introduces supervisors, team and crew leaders, and
specialists to supervisory roles and expectations, how to foster an
environment that motivates employees to excel and communicate
effectively. Participants will complete an Individual Development
Project Plan (IDPP) to be completed by graduation.

Course Dates: Coming Soon this Fall/Winter

Time: 8:30 to 3:15

Location: VITC

Facilitator: O’Shea Consulting

Audience: Supervisors, Team and Crew Leaders / Specialists

Pre-requisite: Participants must attend the following classes to successfully
graduate Fundamentals of Supervision,:

o Managing Under the Contract Parts: I, II, Ill, IV
(] Interviewing & Hiring for Success
(] Mandatory EEO for Supervisors and Managers

Managing Under the Contract Part |

This one-day workshop will introduce participants to Diversity,
Harassment, Discrimination - Personality Styles. The focus is on building
skills in these areas to support continuous behavioral improvements to the
overall workplace.

Course Dates: December 5, January 9, or February 4
Time: 8:00 to 3:30

Location: Vermont Technical College—Langevin House
Facilitator: Greg Hessel, ReGeneration Resources
Audience: AllEmployees & FOS

Managing Under the Contract Part I

This one-day workshop will introduce participants to the skills used to
mediate through tough situations, learn and develop conflict
management skills and explore the consequences when your supervisor
is also your friend.

Course Dates: December 11, January 14 or February 12
Time: 8:00 to 3:30

Location: Vermont Technical College—Langevin House
Facilitator: Greg Hessel, ReGeneration Resources

(TCCC), a committee of AASHTO. TC3: o

The VTTC has adopted the training competencies developed by the Transportation Curriculum Coordination Council

Level | Entry / Awareness

Level Il Intermediate / Qualified

o
B Level Il Advanced / Competent
[

Level IV - Project Management (Administrator, Superintendent)

To register, visit the VTTC website at: http://vtransoperations.vermont.gov/training_center/employee
Click on “Class Registration Form”, complete your information including your supervisor / manager
authorization signature and following the instruction at the bottom of the form.

Continued on next page...
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This one-day workshop teaches participants each step in completing the

State’s Performance Evaluation Report (AA-PER-6C) — completing the
cover page, reviewing major job duties and expectation, writing
supervisor’s notes and setting goals for the next rating period. Participants
will work in groups to examine sample performance evaluations and
discuss how, or if, the overall rating in the samples is supported by the
supervisors’ comments.

Course Dates: November 12, or January 7, 2014

Time: 9:30 to 4:00

Location: VTIC

Facilitator: Chris McConnell, DHR Field Services Director

Audience: : Managers, Supervisors and employees seeking to promote

Employee Development

Engaging Your Audience with Finesse

This two day workshop is highly participative with each attendee giving
several types of "real world" presentations. Individual critique is used after
each presentation, where positive aspects of each presentation are
reinforced and options are given for turning negatives into positives.

Course Dates: Coming Soon this Fall / Winter

Time: 8:30 to 3:15

Location: VITC

Facilitator: O’Shea Consulting

Audience: Employees expected to present training, and supervisors and

Managing Under the Contract Part IlI

This workshop focuses on Discipline, Corrective Action and Grievance
Handling. It will examine substantive and procedural issues that can arise
while administering the collective bargaining agreements. Grievances
will be discussed including the standards that apply to grievances,
timeliness requirements, and principals of contract construction.

Course Date: Coming January 2014
Registration Deadline:

Location: VTTC

Facilitator: John Berard, DHR Labor Relations
Audience: All Employees & FOS

Man 8apeny BB trachiMaierg&igency

This training will review the EEO Policy Statement, the Affirmative Action
Plan (AAP), federal and state laws relative to EEO, the administration of the
Agency’s EEO Program, policies, procedures, and manager and supervisor
responsibilities relative to implementing the AAP.

Course Dates: November 14, 19 or December 12, 2013
Time: 9:00 to 2:30 - Note new Time

Location: VTTC

Facilitator: Civil Rights Staff

Audience: All designated managers and supervisors & FOS

Managing Under the Contract Part IV

This one-day workshop will examine the requirements, responsibilities and
interplay between the Federal Family Medical leave Act (FMLA), the
Vermont Parental and Family Leave Act (PFLA), the Americans with Disa-
bilities Act (ADA), the ADA Amendments Act (ADAAA) and Workers'
Compensation.

Course Date: Coming January 2014

Registration Deadline:

Location: VTTC

Facilitator: John Berard, DHR Labor Relations Target

OUCH!

This workshop will help participants learn how to speak up when

confronted with discriminatory behavior, and understand how
stereotyping impacts employee productivity, job performance
and the overall workplace.

Course Date: January 9, 2014

Location: VTTC and at work locations throughout the state.
Facilitator: Civil Rights Staff

Target Audience: Mandatory: All Employees

To register, visit the VTTC website at: http://viransoperations.vermont.gov/training_center/employee
Click on “Class Registration Form”, complete your information including your supervisor / manager
authorization signature and following the instruction at the bottom of the form.

Continued on next page...
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Health & Safety
VTTC Construction Safety Awareness (CSA )110) Hepatitis B Vaccination Protection

The purpose of this course is to promote workplace professionalism | [ Any worker who have reasonably anticipated contact with blood or
that includes safe, respectful, competent work performance. This | | other potentially infectious materials (OPIM) during the performance of
course also provides employees with an awareness level of job- their jobs are considered to have occupational exposure and to be at

related safety issues in compliance with OSHA regulations for risk of being infected. The standard requires employers to offer the vac-
various safety training cination series to all workers who have occupational exposure.

Course Date: December 16-20, 2013 Time: 8:30 to 4:00 each day
Location: VTTC

Facilitator: CSA Instructors

Audience: All new employees hired after May 13, 2013.

Meth Lab Awareness

Course focuses on the dangers and sometime lethal and Course Date: October 18, 2013 Time: 10:00 to 11:00

unpredictability of the drug methamphetamine or “meth” and Course Date: October 28, 2013 Time: 10:00 to 11:00
the harmful affects if someone is exposed. Location: Vermont Department of Health - Burlington

Facilitator: Vermont Department of Health
Course Date: March 25. 2014 Time: 9:00 to 11:30 or Audience: Safety Specialists and Hazmat Assistants
12:00 to 2:30

Course Date: October 25, 2013 Time: 2:00 to 3:00
Location: Vermont Department of Health - Bennington
Facilitator: Vermont Department of Health

Audience: All employees expected to pick litter.

Location: VTTC ] o ]
Facilitator: Chris Herrick Course Date: October 21, 2013 Time: 8:30to 10:00

Audience: Supervisors discretion Course Date: October 22, 2013 Time: 8:30to 10:00
Location: Vermont Department of Health - White River Jct.

: . Facilitator: Vermont Department of Health
Traffic Incident Management (TIM) Audience: All employees expected to pick litter.

This workshop focuses on planning and coordinating multi-
disciplinary processes to detect, respond to, and clear traffic
incidents so traffic flow may be restored as safely and quickly as
possible.

TUNAT I L TRAIN THEM AND THEY LEAVE D)
Course Date: November 13 & 14, 2013 ¥ u ;s

Time: 9:00 to 3:30 \( A
Location: VTTC i)
Facilitator: Federal Highway Administration ""‘Gg Q";ﬂ

>~ -‘ “
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The VTTC welcomes your suggestions, comments and
honest feedback. Your inputisimportant to us - Tell us
how we’re doing.

If you have a class you’d like to see available at the
VTTC, and/or are interested in instructing a class, visit
our website and complete the “Suggest a Class” or
“Instruct a Class” form(s). -

[ IRVESTING I EMPLOYEES |

To register, visit the VTTC website at: http://vtransoperations.vermont.gov/training_center/employee Click on
“Class Registration Form”, complete your information including your supervisor / manager authorization signature
and following the instruction at the bottom of the form.

Trans szasnte
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