
TO:  NJDOT RESIDENT ENGINEERS AND CONTRACTORS 

SUBJECT:  "REVISED STANDARD TRAINING GUIDELINES" DATED AUGUST 19, 1997 

REVISED MAY 2007 

Copies of the Revised Standard Training Guidelines used in fulfilling "Training Special Provisions" 
requirements found in NJDOT contracts are attached.· The original guidelines were developed by NJDOT, 
the Federal Highway Administration and the Construction Industry Advancement Fund's Training 
Committee. 

Apprenticeship programs registered with the USDOL Bureau of Apprenticeship and Training (BAT) are 
also approved for training per the Contract EEO Special Provisions (e.g. Carpenters, Dockbuilders, 
Electricians, Ironworkers and Operating Engineers). 

The attached guidelines do not preclude Contractors from developing and submitting others, suited to 
their particular training needs, to the Resident ,Engineer and the Division of Civil Rights and Affirmative 
Action for final review and approval. The Training Special Provisions state: "FHWA and NJDOT shall 
approve a program if it is reasonably calc:;ulated to meet -the equal employment opportunity obligations of 
the Contractor and to qualify the average apprentice or trainee for joumeyperson status in the occupation 
concerned by the end of the training period." 

THIS PARAGRAPH APPLIES ONLY TO "TRAINEES''_ NOT APPRENTICES: 
Per the above, skilled trainees may complete up to 3,000 NJDOT training hours (with an extension of an 
additional 1,000 hours p�rmitted on a case-by-case basis). Semi..:skilled and lower-level management 
trainees attainjoumeyperson status upon completion of a training guideline and may complete up to 3 
different positions. 

The Training Guideline Approval Process consists of 4 steos: 

Step #1: Contractor's development/submission to Resident Engineer (R.E.). 
Step #2: R.E.'s review/concurrence/submission to DCR/AA 
Step #3: DCR/AA's determination to R.E. &R.E.'s notification to Contractor. 
Step #4: DCR/AA's notification to Construction Engineering. 

Contractors: Keep these as your master guidelines and attach copies to your Initial Training Program 
submission as an indication that vou have reviewed, accented and adopted these guidelines. 

Both the Resident Engineer and the Contractor will receive the approved Initial Training Program 
accompanied by specific "Instructions for Implementing the Training Special Provisions" and all required 
forms. 

NEW JERSEY DEPARTMENT OF TRANSPORTATION

DIVISION OF CIVIL RIGHTS AND AFFIRMATIVE ACTION



NJDOT DIVISION OF CIVIT., RIGHTS AND AFFIRMATION ACTION 
REVISED STANDARD TRAINING GUIDELINES DATE MAY 2007 

SKILLED POSITIONS 

CARPENTER APPRENTICE 
CARPENTER TRAINEE TYPE ''A"* 
CARPENTER TRAINEE TYPE "B"* 
DOCKBUIT.,DER APPRENTICE 
DOCKBUIT.,DER TRAINEE* 
ELECTRICIAN APPRENTICE 
IRONWORKER APPRENTICE 
IRONWORKER TRAJNEE* 
IRONWORKER-FENCE ERECTOR* 
IRONWORK-GUARDRAIL ERECTOR* 
IRONWORKER-SIGN STRUCTURES* 
LABORER APPRENTICE 
OPERATING ENGINEER APPRENTICE 

SEMI-SKILLED POSITION {LABORER TRAINE�S) 

ASPHALT WORKER 
DRILLER 
DRILLER HELPER 
FINISHER 
FORMSETIER 
GRAD EPERSON 
LANDSCAPER 

.PIPELAYER 
POWER.TOOL SPECIALIST 

. . 
. 

TRAFFIC CONTROL COORl)INATOR TYPE"A" 
TRAFFIC CONTROL COORDJNATOR TYPE "B" .. 
TRUCK DRIVER 
WICK DRAIN SPECIALIST 

LOWER LEVEL MANAGEMENT POSTIONS* 

PROGRAM HOURS 

1000 
1000 
1000 
1000 
1000 
1000 
1000 
1000 
460 
330 

340 
1000 
1000 

PROGRAM HOURS 

440 
380 
440 
soo 

460 
460 
480 
460 
300 
750 
7SO 

700 
400 

PROGRAM HOURS 

ASSISTANT CLERK TYPE "A" . t. /560 
ASSISTANT CLERK. TYPE "B" 560 · 
ASSISTANTCLERKCOMPUTEROPERATOR 860 .-

. ASSISTANT OFFICE MANAGER ,. · 1000
ENGINEERING CLERK 460 

EQUIPMENT CLERK,, 460 
. TIMEKEEPER 480 
TIMEKEEPERS/CLERKS MAY PROGRESS TO ASSISTANT CLERK/COMPUTER 
OPERATOR OR ASSISTANT OFFICE MANAGER 

*CONTRACTORS MAY SUPPLEMENT THESE oUIDEtINEs BY PROVIDING SAFETY
TRAINING. (USDOL-REGIS-TERED APPRENTICESHIP PROGRAMS .REQUIRE SAFETY

:TRAINING/)



NJDOT DIVISION OF CNIL RIGHTS AND AFFIRMATION 
ACTION CARPENTER APPRENTICE TRAINING GUIDELINE 

PROGRAM HOURS: 1000 

MINIMUM AVAILABLE HOURS: 
---

The training guideline for Carpenter Apprentices will be outlined only under a 
USDOL/State approved union apprentice program. The employer, for the purpose of this 
training, will give only the on�the-job training portion from work available on this 
project. 

The apprentices will be members of Union Local # ___ _ 

All apprentices must be registered with the USDOL/State prior to hiring on this project. 

CONTRACTOR SIGNATURE DATE CANDIDATE SIGNATURE DATE 



NJDOT DIVISIONOF CIVIL RIGHTS AND AFFIRMATIVE ACTION 

CARPENTER TRAINEE TYPE "A" TRAINING GUIDELINE 

PROGRAM HOURS: 1000 

MINIMUM AVAILABLE HOURS: ---

Trainees will be supervised by a foreman or higher supervisor on a daily basis. The 
program will include the following areas of work exposure and construction operations: 

CATEGORIES 

A. 

B. 

C. 

D. 

E. 

Familiarization, operation and use of power tools and specialty 
equipment used in carpentry work. 

Basic layout 

Rough framing, scaffolding, floors/walls/roof for heavy 
construction 

Form building, build in place forms applicable to heavy highway 

Fabrication of facilities, work platforms, ladders, safety railings 
and general job protection structures 

HOURS 

275 

100 

200 

300 

1000 

This guideline is non-renewable: if the Contractor elects to continue training a Carpenter 
Trainee, a new guideline must be submitted as specified. on the · Revised · Standard 
Training Guidelines cover sheet. 

CONTRACTOR SIGNATURE DATE CANDIDATE SIGNATURE DATE 



NJDOT DIVISIONOF CIVIL RIGHTS AND AFFIRMATIVE ACTION 

CARPENTER TRAINEE TYPE "B'' TRAINING GUIDELINE 

PROGRAM HOURS: 1000 

MINIMUM AVAILABLE HOURS: --� 

Trainees will be supervised by a foreman or higher supervisor on a daily basis. The 
program will include the following areas of work exposure and construction operations: 

CATEGORIES 

A. Observation prior to work

B. Measurement and powertool operation

C. Form.work mechanical devices and installation

D. Bridge deck formwork (interior beams)

E. Bridge deck formwork ( overhang forms)

F. Brid�e deck formwork (bulkheads and end closures)

G. Bridge parapet formwork (wood and mechanical)

H. Telescopic auto level instruction and use

I. · Bridge finisher operation ( screed rail)

l Bridge finisher operations (set-up and dry run) 

HOURS 

10 

140 

50 

100 

200 

180 

180 

50 

40 

50 
1000 

This guideline is non�renewable; if the Contractor elects to continue training a Carpenter 
Trainee, a new guideline . must be submitted as specified .on the Revised Standard 
Training Guidelines cover sheet. 

CONTRACTOR SIGNATURE DATE · CANDIDATE SIGNATURE DATE



NJDOT DIVISION OF CIVIL RIGHTS AND AFFIRMATIVE ACTION 
DOCKBULIDER APPRENTICE TRAINING GUIDELINE 

PROGRAM HOURS: 1000 

MINIMUM AVAILABLE HOURS: __ _ 

The training guideline for Dockbuilder Apprentices will be as outlined only under a 
USDOL/State approved union apprentice program. The employer, for the purpose of this 
training, will give only the on-the-job portion from work available on this project. 

The apprentices will be members of Union Local # ___ _ 

All apprentices must be registered with the USDOL/State prior to hiring on this project. 

CONTRACTOR SIGNATURE DATE CANDIDATE SIGNATURE . DATE 

































NJDOT DIVISION OF CIVIL RIGHTS AND AFFIRMATIVE ACTION 
LANDSCAPER TRAINING GUIDELINE 

PROGRAM HOURS: 480 

MINIMUM AVAILABLE HOURS: 
---

Training will be conducted and/or supervised by a foreman on a daily basis. The training 
program will include the following areas of work exposure, familiarization and on-the­
job training. 

CATEGORIES HOURS 

I. ORIENTATION AND OBSERVATION

Techniques of the trade (instruction in actual
operations, care and maintenance of tools and/
or equipment where applicable).

a. Program related tools

b. Observation of operations prior towork assignment
and performance

II. ACTUAL OPERATIONS

80 

a. Falling operations, clearing and thinning 90 

b. Soil preparation: slope boards, .grading, fertilizing, mulching 130 
and seeding.

c. Planting and material disposition according to blueprints. 140 

d. Herbicides and pesticides: identification, precautions 30 
and use

e. Tree/plant identification, hygiene _JQ 
480 

CONTRACTOR SIGNATURE · DATE CANDIDATE SIGNATURE DATE 



























. 
NJDOT DIVISION OF CIVIL RIGHTS AND AFFIRMATIVE ACTION 

TIMEKEEPER TRAINING GUIDELINE 

PROGRAM HOURS: 480 

MINTh1UM AV All.ABLE HOURS: 
---

Training will be conducted and/or supervised by an office supervisor on a daily basis. 
The training program will include the following areas of work exposure, familiarization 
and on-the-job training. 

CATEGORIES· HOURS 

I. ORIENTATION AND OBSERVATION

Techniques of the trade (familiarization with forms and
reports)

Observation of operations and orientation to construction
·and clerical administration.

II. ACTUAL OPERATION

a. Timekeeping methods and application

b. Accident and emergency procedures

c. · Basis knowledge of pay rates, hours and skill
·classifications

d. General clerical duties: filing, typing, etc.

80 

190 

30 

100 

80 
480 

CONTRACTOR SIGNATURE DATE CANDIDATE SIGNATURE DATE 




