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SC Employee Expectations

Revision and Approval

Revision | Date Nature of Changes Approved By

0 12-05-2017 | Original issue. Steve Altman

Click here for previous versions

Background

This process establishes general expectations of Structure Construction (SC) employees,
supplementing those that are required by the Caltrans (CT) Expectations memorandum.

Structure Construction (SC) is an organization built upon technical expertise, trust, and
empowerment of personnel to function with a competency. The SC employee expectations are in
addition to the Caltrans Employee Expectations memorandum which together establish the
foundation for SC to function at a very high level of professionalism.

Process Inputs

1. SC employee acquired either by transfer, loan, rotation or new-hire.
2. Employee promotion to SC supervisor.
3. Employee promotion to SC manager.
4. Feedback from partners, both internal and external.
Procedure

1. SC employees:

a. Review and sign CT employee expectations and SC employee
expectations memorandums.

b. Review and sign IDPs and employee competency evaluation reports.

c. For new employees, review, discuss and sign probationary reports with your
supervisor.
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d. Discuss review of documents above with your supervisor.
2. SC supervisors:

a. Review and sign CT Supervisor expectations and SC Supervisor expectations
memorandum.

b. Provide training regarding SC employee expectations to your employees.
c. Discuss SC expectations with personnel.

d. Discuss CT expectations with personnel.

€. Monitor SC employees for compliance.

f. Consult with Office of Disciplinary Services if disciplinary action is contemplated for
employee non-compliance.

g. Notify SC managers of SC employee non-compliance, take action to attain
compliance as necessary.

h. Notify SC managers of problems with or improvements that can be made to SC
employee expectations memorandum.

3. SC managers:
a. Review and sign SC Manager Expectations memorandum.
b. Review and sign CT Manager Expectations memorandum.
c. Establish SC Supervisor and Employee Expectations.
d. Discuss SC supervisor expectations with personnel.

e. Monitor SC employees and SC supervisors for compliance, take action to attain
compliance as necessary.

f. Evaluate SC employee expectations and make improvements as needed.

Process Outputs

1. SC employee compliance with CT and SC employee expectations.

Attachments
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Family Medical Leave Act

Revision and Approval

Revision | Date Nature of Changes Approved By

0 12-05-2017 | Original issue. Steve Altman

Click here for previous versions

Background

The process establishes Structure Construction (SC) roles, responsibilities, and procedures for
determining eligibility and authorization when leave under the Family Medical Leave Act
(FMLA) and California Family Rights Act (CFRA) applies and administering it in accordance
with procedures set forth by Caltrans (CT) Division of Human Resources (DHR).

Process Inputs

1. Employee request to use FMLA or CFRA leave.
2. Supervisor’s recognition of need for employee to use FMLA or CFRA leave.

Procedure

1. SC employees:
a. Recognize when FMLA or CFRA leave is needed. Refer to Fact Sheet #28 .
b. Follow the guidance for requesting FMLA or CFRA in the Caltrans FMLA Guide.

2. SC supervisors:

a. Recognize when an employee may need FMLA or CFRA leave, but has not yet been
requested.

e Discuss the FMLA or CFRA benefit with the employee.

b. Verify eligibility of an employee to receive FMLA or CFRA leave. Refer to
the Caltrans FMLA Guide and Supervisor’s Responsibility in the FMLA/CFRA
Process.
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c. Provide forms to employee. Refer to the Caltrans FMLA Guide and Supervisor’s
Responsibility in the FMLA/CFRA Process.

d. Authorize FMLA or CFRA leave for eligible employees Refer to the Caltrans FMLA
Guide and Supervisor’s Responsibility in the FMLA/CFRA Process.

e. Notify SC managers of status of employee FMLA or CFRA requests or problems with
verification of employee eligibility or authorization.

3. SC managers:

a. Monitor SC employees and SC supervisors for compliance with requirements for
requesting, verifying eligibility, and authorizing use of FMLA or CFRA.

Process QOutputs

1. Completed forms for FMLA or CRFA requests.
2. Appropriate use of FMLA or CFRA.

Attachments
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Fair Labor Standards Act

Revision and Approval

Revision

Date

Nature of Changes

Approved By

0

12-05-2017

Original issue.

Steve Altman

Click here for previous versions

Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures when
the Fair Labor Standards Act (FLSA) provisions related to travel time are applicable and result in

compensable time in accordance with procedures set forth by Caltrans Office of Labor

Relations'.

Process Inputs

1. Employee assignment letter that:

a.

Changes the employee’s Headquarters.

b. Changes the employee’s reporting location.

C.

Changes the employee’s work location.

2. Employee assignment that requires short-term travel.

Procedure

1. SC employees:

a. When your Headquarters address or reporting location is changed, or if short-term
travel is required:

e Review the FLSA Implementation Handbook.

! Location of Labor Relations is Administration Program / Division of Safety and Management Services / Office of

Labor Relations.
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e Discuss with your supervisor, whether FLSA requirements for additional
compensation apply.

e If the FLSA requirements apply, complete the appropriate FLSA travel time
calculation worksheet.

2. SC supervisors:

a.

Discuss completion of the FLSA travel time calculation worksheet with your SC
employee.

Verify employee’s headquarters, reporting address, and residence.

Uniformly and correctly apply FLSA requirements found in the FLSA
Implementation Handbook.

Forward completed FLSA travel time calculation worksheet to the SC manager.
Review and approve entries on SC employee timesheets due to FLSA requirements.
Monitor SC employees for compliance.

Notify SC manager of SC employee non-compliance, take action to attain compliance
as necessary.

Notify SC manager of problems with or improvements that can be made to FLSA
travel time calculation worksheets.

3. SC managers.

a.

Establish procedures for completing FLSA travel time calculation worksheets and
evaluate results for improvement.

Approve and retain FLSA travel time calculation worksheets.

Monitor SC employees and SC supervisors for compliance, take action to attain
compliance as necessary.

Process QOutputs

1. Completed FLSA travel time calculation worksheet.
2. Properly approved SC employee FLSA travel time compensation.
3. SC employee compliance with FLSA.

Attachments
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Revision | Date Nature of Changes Approved By
0 05-30-2018 | Original issue. Steve Altman

Click here for previous versions

Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures for
completion of mandated training. This includes SC employee responsibilities for completion of
mandated training as well as SC supervisor’s responsibilities for approval of requests for
mandatory training.

Mandated training includes training required for all Caltrans employees as well as training
required for all SC employees performing field construction tasks.

Process Inputs

1. SC employee hire.

2. Lists of mandated training for Caltrans employees.
Procedure

1. All time associated with this training is usually charged as Overhead with the G code for
each of the particular training classes. Discuss the charging requirements with your
supervisor before charging to Overhead.

2. SC employees:

a. Review mandated training list and personal training history in the Caltrans Learning
Management System (LMS).

b. Register for training through Caltrans LMS after discussing training needs with
supervisor.
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c. Complete training class and receive training certificate if applicable.

d. Charge time and travel to appropriate training charge codes.

e. Self-certify training completion through Caltrans LMS if applicable.
3. SC supervisors:

a. Communicate mandated training requirements to SC employees.

b. Approve training requests through Caltrans LMS.

c. Verify mandated training is completed and recorded in Caltrans LMS.
4. SC managers:

a. Monitor mandated training activities of SC employees and supervisors for
compliance.

b. Monitor and report changing work environments with regard to mandated training
needs to responsible functions.

c. Analyze and evaluate mandated training requirements and make improvements as
needed.

5. SC Training Coordinator:

a. Available for questions regarding mandated training. Contact information for SC
Training Coordinator is on SC Intranet.

Process QOutputs

1. Training certificates:

a. Customers: SC employees, supervisors and managers.

b. Customer Expectations: completed training, improved employee performance.
2. Trained employees:

a. Customers: All interested parties.

b. Customer Expectations: Safe, efficient, skilled employees.
3. Updated employees training history:

a. Customers: SC HQ Training Coordinator, supervisors, and managers.

b. Customer Expectations: Updated and accurate data.

Attachments

None.
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SC Contract Administration Policy

Revision and Approval

Revision | Date Nature of Changes Approved By

0 05-30-2018 | Original issue. Steve Altman

Click here for previous versions

Policy

This policy sets the standard for how Structure Construction (SC) operates, in support of the
Caltrans Mission, Vision, and Goals, the Director’s Policies and the Division of Construction’s
Policies. This policy is the highest level, with all other SC processes supporting it.

Structure Construction administers projects firmly, fairly, and consistently based on the
following ranked priorities:

1) Safety.

2) Structural Integrity.

3) Functionality.

4) Aesthetics (visual and rideability).

As good stewards of public resources, we manage time and money to ensure the four priorities
above are achieved. The priorities above are the goals of our projects, and time and money are
the tools we use to achieve these priorities. Saving time and money must not supersede these
priorities.
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c. Provide forms to employee. Refer to the Caltrans FMLA Guide and Supervisor’s
Responsibility in the FMLA/CFRA Process.

d. Authorize FMLA or CFRA leave for eligible employees Refer to the Caltrans FMLA
Guide and Supervisor’s Responsibility in the FMLA/CFRA Process.

e. Notify SC managers of status of employee FMLA or CFRA requests or problems with
verification of employee eligibility or authorization.

3. SC managers:

a. Monitor SC employees and SC supervisors for compliance with requirements for
requesting, verifying eligibility, and authorizing use of FMLA or CFRA.

Process QOutputs

1. Completed forms for FMLA or CRFA requests.
2. Appropriate use of FMLA or CFRA.

Attachments
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SC Technical Team Operation

Revision and Approval
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Revision | Date Nature of Changes Approved By
0 09-08-2017 | Original issue. Steve Altman
1 06-30-2018 | Update Steve Altman

Background

This process establishes the roles and responsibilities of the Structure Construction (SC)
Technical Teams for development of products and services in support of the SC Quality
Management System (SC QMS) and SC’s responsibilities within Caltrans.

Structure Construction (SC) organizes subject matter experts into Technical Teams to increase
the retention and continual improvement of its organizational knowledge.

Established in 2006, SC Technical Teams represent the subject matter experts and technical
expertise of SC and were developed with the intent of:

1. Providing ownership of SC’s Technical manuals to ensure timely updating.
2. Providing SC input on specification development.
3. Providing SC members for Division of Engineering Services (DES) Technical

Committees.

Each SC Technical Team is comprised of an Area Construction Manager (ACM) Sponsor,
Bridge Construction Engineer (BCE) Chair and Vice Chair, and Team members comprised of
BCEs and SC technical experts from across the State so that all decisions being made include
knowledge from all areas of the State.

Process Inputs

1. DES/SC Top Management direction.
2. Current legislation or regulations and proposed changes.

3. Current and proposed changes to specifications, standard plans, AASHTO amendments,
FHWA, and information from other stakeholders.
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4. Project inquiries, issues, and Lessons Learned.
5. Process Development Diagrams (PDD) from SC QMS Development Team (for initial
development of the new Bridge Construction Memos (BCM)).

Procedure

1. All work associated with this process is charged as:

a. Project-Direct — Construction for Technical Team work associated with a going
construction project.

b. Project-Direct — Preconstruction for Technical Team work associated with a project
prior to advertisement.

c. CapCorp for all other Technical Team work.

2. Structure Construction Top Management organizes SC Technical teams and assigns an
ACM as the Team Sponsor. The Team Sponsor names the Team Chair, Team Vice Chair,
and Team members.

3. Structure Construction Technical Team Sponsors obtain new SC Technical Team
members as needed as described in Attachment 1, SC Technical Team Member Selection.

4. Each member of the SC Technical Team reviews and signs the SC Technical Team
Charter as described in Attachment 2, Structure Construction Technical Team Charter.

5. Structure Construction Technical Team Sponsors and Chairs establish SC Technical
Team Work Plans and resource budgets annually as described in Attachment 3, SC
Technical Team Work Plan and Resource Budget. Work Plans include provisions for the
following:

a. Develop, review, and revise subject matter processes using PDDs as described in
Attachment 4, Developing and Updating Process Development Diagrams (PDD).

b. Develop, review, and revise subject matter SC Technical manuals and other guidance
as described in Attachment 5, Developing and Updating SC Technical Manuals.

c. Review subject matter specifications, standard plans, and other information from
stakeholders and provide comments as described in Attachment 6, Review of
Standards, Policies, and Guidance.

d. Request subject matter specifications revisions as described in Attachment 6, Review
of Standards, Policies, and Guidance.

e. Collect or produce, update, and disseminate subject matter field engineering aids and
training materials as described in Attachment 7, Collecting, Updating, Producing,
and Disseminating Field Engineering Aids and Training Materials.

f. Develop essential equipment list for subject matter processes as described in
Attachment 8, Essential Equipment Lists.
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g. Develop subject matter research proposals as described in Attachment 9, Develop
Subject Matter Research Proposals.

h. Respond to subject matter requests for assistance from SC employees, DES functional
units, and other stakeholders as described in Attachment 10, Respond to Requests for
Assistance from SC Staff, DES Functional Units, and other Stakeholders.

1. Maintain subject matter external contacts, research industry trends, arrange industry
group liaison meetings, and promote innovative solutions to continually improve SC
processes as described in Attachment 11, Maintain External Contacts, Research
Industry Trends, Arrange Industry Group Liaison Meetings, and Promote Innovative
Solutions to Continually Improve SC Processes.

6. The SC Technical Team Chair establishes the Team meeting schedule:
a. Minimum of four Team meetings annually, one of which may be at the BCE Meeting.
b. Inter-Team meetings may be held, subject to the discretion of the Team Sponsors.

7. The SC Technical Team Chair establishes Team meeting agendas, see Attachment 12, SC
Technical Team Meeting Agenda / Meeting Minutes, for a sample agenda. Use the sample
agenda or create your own meeting agenda that contains all of the information shown on
the sample agenda.

8. The SC Technical Team Chair delegates a Team member to take minutes of Team
meetings to provide institutional memory of discussions, deliberations, recommendations,
action items, and decisions.

9. The SC Technical Team Chair maintains a web page within the SC Document
Management System to post meeting agendas, minutes, and Team deliverables:

a. The SC Technical Team Chair sends all documents to the SC Webmaster for
Technical Team website posting.

10. SC Technical Team Sponsors and Chairs compile and deliver quarterly progress reports
based on Team Work Plans and resource budgets as shown in Attachment 13, SC
Technical Team Quarterly Report.

Process QOutputs

1. SC Technical Team structure and members:
a. Customers: SC Top Management.
b. Customer Expectations: Assembled, functional SC Technical Teams.
2. SC Technical Team Work Plans and resource budgets:
a. Customers: SC Top Management, DES Admin.
b. Customer Expectations: Complete work in Work Plan on time and on budget.

3. New or revised SC processes:
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a. Customers: SC Technical Manual Manager (TMM), SC employees, other project
sponsors and stakeholders.

b. Customer Expectations: Useful descriptions of processes and procedures they are
expected to adhere to.

4. New or revised SC technical manuals:
a. Customers: SC TMM, SC employees, other project sponsors and stakeholders.

b. Customer Expectations: Useful information, commentary, examples, and calculations
needed that provide additional information of how to perform processes.

5. Review comments on specifications, standard plans and other Caltrans Standards:

a. Customers: Structure Policy and Innovation (SP&I), Office of Structure Quality
Management (OSQM), Structure Specification Research and Development (R&D),
DES Technical Committees.

b. Customer Expectations: thorough and timely review comments.

6. Specification change requests:

a. Customers: SP&I, OSQM, Structure Specification R&D, DES Technical
Committees.

b. Customer Expectations: thorough and well thought out change requests.
7. Inspection aids and training materials:
a. Customers: SC staff.

b. Customer Expectations: Useful aids and training materials to enable them to perform
procedure steps.

8. Essential equipment lists:
a. Customers: SC staff.

b. Customer Expectations: Useful list of equipment needed to enable them to perform
procedure steps.

9. Research proposals:
a. Customers: DES Technical Committees, Industry, Districts.
b. Customer Expectations: Well-crafted proposals for promoting innovative solutions.
10. Responses to requests for assistance or information:
a. Customers: All stakeholders.
b. Customer Expectations: Useful and timely responses.
11. List of external contacts:
a. Customers: SC Top Management, DES Technical Committees, Industry.
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12.

13.

Attachments

1. SC Technical Team Member Selection.

2. Structure Construction Technical Team Charter.

3. SC Technical Team Work Plan and Resource Budget.

4. Developing and Updating Process Development Diagrams (PDD).

5. Developing and Updating SC Technical Manuals.

6. Review of Standards, Policies, and Guidance.

7. Collecting, Producing, Updating, and Disseminating Field Engineering Aids and
Training Materials.

8. Essential Equipment lists.

9. Develop Subject Matter Research Proposals.

10. Respond to Requests for Assistance from SC Staff, DES Functional Units and Other
Stakeholders.

11. Maintain External Contacts, Research Industry Trends, Arrange Industry Group Liaison
Meetings, and Promote Innovative Solutions to Continually Improve SC Processes.

12. SC Technical Team Meeting Agenda / Meeting Minutes.

13. SC Technical Team Quarterly Report.
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b. Customer Expectations: Maintain current list of information sources for innovation
and conferring.

SC Technical Team meeting agendas and meeting minutes:

a. Customers: All stakeholders.

b. Customer Expectations: Transparency.

Quarterly reports:

a. Customers: SC Top Management, DES Technical Steering Committee (TSC).

b. Customer Expectations: Timely reporting that shows progress towards meeting the
goals of each SC Technical Team as expressed in the Work Plan.
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SC Technical Team Member Selection

Technical Team Sponsors are assigned by the Division of Engineering Services Deputy Division
Chief, Structure Construction (SC) to lead one SC Technical Team.

1.

2.
3.
4.

9]

10.

11

Technical Team Sponsors choose a Technical Team Chair and Vice Chair from the
Bridge Construction Engineer (BCE) team members on their Technical Team.

Each Technical Team has a fixed number of positions for BCE team members.

BCEs can be a member of only one Technical Team at a time.

Team Sponsors should not assign work from their Technical Team to one of their unit
BCEs unless the BCE is a member of their Technical Team.

Team Sponsors can “trade” BCE Team members, but the trade must be a 1:1 exchange.
Changes can be made to the number of allocated positions per Technical Team by SC
Top Management during Management Review (future BCM G-1.01).

In the event the BCE acting as Technical Team Chair or Vice Chair leaves SC, the Team
Sponsor names a replacement from the current BCE members on the Team.

Structure Construction non-BCE staff can be nominated for membership on any
Technical Team by any BCE or Area Construction Manager (ACM), but Team Sponsors
must approve any proposed SC non-BCE Team members before they can join the
Technical Team.

There is no limit of how many SC non-BCE Team members can be on any Technical
Team.

Structure Construction non-BCE staff can be a member of more than one Technical Team
at a time, subject to the approval of the Team Sponsors.

. Technical Team Chairs represent SC as a member of the corresponding DES Technical

Committee, subject to approval of SC Chief’.

I Strategic Quality Management System — Integration Plan
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Structure Construction

Technical Team Charter

Structure Construction (SC) has identified the need for adopting uniform operating standards as a
specific strategy for achieving multiple objectives identified in the SC Documented Information
Template (SCDIT). Structure Construction Decision Document 16-01, dated November 16,
2016, implements the SCDIT by mandating the development of documented information and a
Document Control System in conformance with the SC Quality Management System (QMS).
This Charter is intended to provide the necessary direction to develop and operate the SC
Technical Teams that will be responsible for delivery of the objectives of SC Decision Document
16-01.

Background

Structure Construction issued SC Decision Document 16-01 establishing the expectation and
framework for the SC Document Control System. This Decision Document places responsibility
for developing the documented information that resides in the SC Document Control System
upon the SC Technical Teams. The SC Technical Teams need uniform operational guidelines to
deliver their responsibilities.

SC Decision Document 16-01 identifies SC Technical Team responsibilities as:

e Create new Bridge Construction Memos (BCMs) for the Bridge Construction Records
and Procedures manual, Volumes I and II.

e (Create new and update existing SC technical manuals.
e Respond to Technical Team subject matter inquiries and requests for assistance.
e Evaluate subject matter draft specifications.

e Establish Technical Team subject matter training curriculum, equipment needs and
research proposals.

e Evaluate Technical Team subject matter disputes and claims.

Purpose

The purpose of this charter is to establish operational parameters for the SC Technical Teams so
they can complete the first two responsibilities identified above by June 2019 and continually
address all responsibilities identified above until otherwise directed.

Process Owner

e Division of Engineering Services (DES) Deputy Division Chief, Structure Construction.
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Structure Construction Technical Team Charter

Steering Committee

Structure Construction Technical Team Sponsors.

SC Technical Teams

Technical Team Sponsor.
Technical Team Chair.
Technical Team Vice Chair.

Technical Team members (Bridge Construction Engineers (BCEs) and SC technical
experts).

Roles & Responsibilities

Process Owner:

Provides overall leadership.

Ensures deliverables meet the requirements of the Department and SC Decision
Document 16-01.

Communicates progress to staff.

Reviews, approves, implements, and champions the deliverables.

Steering Committee:

Authorizes changes to Technical Team members between Technical Teams, as needed.
Provides input into key issues.

Resolves conflicts between Technical Teams, including staffing issues between Technical
Team Sponsors.

SC Technical Teams:

Technical Team Sponsors:

o In coordination with the Steering Committee, determine BCE Team members, name
Team Chair and Vice Chair.

o Determine need for and provide additional non-BCE Team members.

o Link Technical Team’s work to CT Mission and Vision, goals of the California Bridges
and Structures Strategic Direction (CBSSD).
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Structure Construction Technical Team Charter

o

Monitor progress of overall effort towards compliance with SC Decision Document
16-01.

Provide leadership to the Technical Team.

Approve Technical Team Work Plan and resource budget.
Maintain working knowledge of technical issues.

Review and approve deliverables generated by the Technical Team.

Are cognizant that decisions made must reflect all of SC statewide and not regional
habits and procedures.

Ensure deliverables align with governing guidance (Specifications, Code of Federal
Regulations (CFRs), etc.).

e Technical Team Chairs:

o

o

@)

With Technical Team Sponsor, develop annual Technical Team Work Plan and
resource budget.

Schedule and lead Technical Team meetings.
Assign tasks to Technical Team members.

With Technical Team Sponsor, liaison with external interested parties and develop
innovative solutions to continually improve subject matter SC processes.

Review Technical Team deliverables for completeness and deliver them on time.

Act as SC representative to align DES Technical Committees.

e Technical Team Vice Chairs:

(@)

@)

Act on behalf of the Technical Team Chair as needed.

Act as SC representative to align DES Technical Committees.

e Technical Team members:

(@)

(@)

Attend and actively participate in Technical Team meetings.

Participate as a member of a task group as assigned by the Technical Team Chair, or
accept individual responsibility for assignments.

Review draft documents being worked on by the Technical Team including the
Technical Team Work Plan.

Complete work assignments in a timely manner.

Be mindful of approved Technical Team Work Plan and resource budget, charge time
appropriately.
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Structure Construction Technical Team Charter

o Keep informed of subject matter and issues of concern to the Technical Team.

o Develop expertise to answer project delivery questions pertaining to the Technical
Team’s subject matter.

o Champion office/regional needs, verify that any positions taken represent the
Subdivision’s position, brief chain-of-command.

Governance Structure

The SC Technical Teams will make decisions by consensus of the members. Consensus is
defined as a decision that you can live with and support outside of the group. If the group cannot
come to consensus on a particular issue, they will elevate it to the Steering Committee, in
writing, for resolution. Similarly, the Steering Committee will make decisions by consensus. If
the Steering Committee cannot make a consensus decision, it will be elevated to the Process
Owner for resolution.

Deliverables
The SC Technical Teams must deliver the following in accordance with the direction within
BCM B-2.02, Structure Construction Technical Team Operation:
e Technical Team Work Plan and Quarterly reports.
e Technical Team meeting agenda and minutes.
e SC Process Development Diagrams (PDD) supporting BCMs.
e SC Technical manuals.
e SC inspection aids and training materials.
e Review comments for specifications, standard plans, and other information.
e Specification change requests.
e Subject matter expert opinion.
e SC essential equipment needs.
e SC research proposals.

e List of subject matter stakeholders.
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Structure Construction

Technical Team Charter

Signatures

SC Technical Team Name

Print Name

Signature Date

Deputy Division Chief, Structure Construction, DES

Print Name

Signature Date

SC Technical Team Sponsor, Structure Construction, DES

Print Name

Signature Date

SC Technical Team Chair, Structure Construction, DES

Print Name

Signature Date

SC Technical Team Vice Chair, Structure Construction, DES
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Structure Construction

Technical Team Charter

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES
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Structure Construction

Technical Team Charter

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES

Print Name

Signature Date

SC Technical Team member, Structure Construction, DES
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Developing and Updating Bridge Construction Memos (BCM)

Review the Process Development Diagram (PDD) for the BCM provided by the Structure
Construction (SC) Technical Manual Manager (TMM).
Review all existing documented information associated with the BCM (existing BCMs,
technical manuals, Winter Training (WT) presentations, Standard Specifications, Revised
Standard Specifications, Standard Special Provisions, etc.)
Write the BCM in accordance with the requirements of the Stvle Guide for Structure
Construction Technical Manuals and The WHAT and HOW Document.
. Use the Background, Inputs, Procedure, and Outputs sections from the PDD as the
starting point for writing the BCM.
All outputs in the BCM have related inputs and procedures. Procedures may be satisfied
with links to other documented information where relevant information, instructions, or
examples have already been established. This includes other BCMs, SC Technical
manuals, other Caltrans manuals, or outside agencies’ requirements. Be sure to cite
outside sources. In some cases where information is cited from outside Caltrans,
permission may be required prior to using a link to their website in a BCM.
The Procedure section of the new BCM contains the procedural steps SC employees
need to perform in order to convert items received in the Input section into products or
services delivered in the Output section. Incorporate existing SC documented information
into the Procedure section of the new BCM as follows:
a. PDD:
i. Incorporate any information from the Resources, Responsibilities, and Risks &
Opportunities sections of the PDD that contains procedural considerations.
b. Existing BCMs listed in the PDD:
i. Incorporate any information associated with a process or procedure into the new
BCM.
il. Set aside other useful information for future incorporation into the associated SC
Technical manual.
iii. Discard any irrelevant or obsolete information.
c. Outline of Field Construction Practices:
i. Incorporate any relevant procedural information into the new BCM.
d. Other SC technical manuals:
i. Identify applicable sections of the SC technical manual that apply to each
procedural step identified in the new BCM (for future links).
Document changes as the new BCM is being developed or updated as shown below:
a. From existing BCMs.
i. Information being retained.
ii. Information discarded.
b. From Outline of Field Construction Practices:

i. Information being retained.
ii. Information being discarded.


https://dschq.dot.ca.gov/OSCHQDownloads/misc/SC_STYLE%20GUIDE.pdf
https://dschq.dot.ca.gov/OSCHQDownloads/misc/SC_STYLE%20GUIDE.pdf
http://dschq.dot.ca.gov/OSCHQDownloads/QMS/SC-Documented-Info-Template-howwhat.pdf

Structure Construction Developing and Updating BCMs

c. From SC Technical manuals:

i. Reference technical manuals with links when appropriate rather than duplicating
information or writing something that may cause conflicts between documents.

d. From external sources:

i. Call out the location and give links to legal references as these may change
between revisions to the BCM.

8. New BCMs are developed to replace existing BCMs or to fill a process gap where there
is no existing BCM. The BCM Change Letter (Example) is used to document the origins
of the new BCM.

a. For existing BCMs being fully replaced:

i.  Document the disposition of the information from each existing BCM on the
existing BCM as shown in the example below and attach it to the BCM Change
Letter.

b. For existing BCMs being partially replaced:

i. In this case, some of the information in the existing BCM must be temporarily
retained until a new BCM is scheduled for development that will replace the
information. Document the disposition of the information from each existing
BCM on the existing BCM as shown in the example below; but in addition,
clearly identify portions of the existing BCM that are to be retained so the TMM
knows what to retain in the existing BCM.

c. For new BCMs filling a process gap where there is no existing BCM:

i. Briefly summarize the process gap on the BCM Change Letter.

d. In cases where the disposition of information from existing BCMs is to insert it into
an SC Technical manual, there may be a considerable time lag between the removal
of the existing BCM and the publication of the revised SC Technical manual.

i. To avoid losing access to the information prior to publication of the SC Technical
manual, create a temporary attachment to the BCM that contains the information.
Note this action in the BCM Change Letter so the TMM can remove the
temporary attachment from the BCM when the revised SC Technical manual is
published.

9. Be cognitive of language that will remove responsibility from the Contractor and place it
on SC.

a. Limit the use of word “ensure”. “Confirm” or “field verify” are preferred.

b. When in doubt, contact the SC Deputy Division Chief, who will consult Caltrans
Legal Division when necessary.

10. Confirm compliance with requirements from other governing agencies (e.g. CallOSHA
and FHWA).

11. If the Technical Team makes modifications to the Background, Input, Procedure, or
Output sections of the new BCM, the Technical Team must also make similar
modifications to the same sections of the PDD.
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Structure Construction Developing and Updating BCMs

12. Upon completion of the BCM, the Team Sponsor submits the draft BCM, the modified
PDD, and the BCM Change Letter to the TMM as specified in the Stvle Guide for
Structure Construction Technical Manuals.

Example of disposition of information in an existing BCM:
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Developing and Updating SC Technical Manuals

1. Applicable Structure Construction (SC) Technical manuals are reviewed when a new Bridge
Construction Memo (BCM) is developed or an existing BCM is updated, and revised when
necessary. For some SC Technical manual revisions, material gathered from the work
performed in Attachment 3, SC Technical Team Work Plan and Resource Budget, is the basis
for revision to an SC Technical manual.

2. New SC Technical manuals are developed when new BCMs are developed that have no
supporting documentation in existing SC Technical manuals. However, there may be a
considerable time gap between the time a BCM is published and a new SC Technical manual
is published. In this case, temporary attachments to the BCM may be used to bridge the time
gap. Refer to Attachment 4, Developing and Updating Process Development Diagrams
(PDD), for more information on use of temporary attachments.

3. Refer to The WHAT and HOW Document for the types of information to include in SC
Technical manuals.

4. For a detailed workflow procedure, refer to Style Guide for Structure Construction Technical
Manuals, Chapter 1-1, Structure Construction Technical Manual Review Process.

For assistance and efficient workflow in the review process, refer to Style Guide for Structure
Construction Technical Manuals, Chapter 1-2, Structure Construction Technical Manual
Review Checklist.

5. For more information on the structure and content of SC Technical manuals, refer to Style
Guide for Structure Construction Technical Manuals, Chapters 2 through 5 for all
development or revisions to SC Technical manuals.

6. For copyright information, refer to Stvle Guide for Structure Construction Technical
Manuals, Chapter 1-3, Copyright Process.
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Review of Standards, Policies, and Guidance

Standards are used by Caltrans as standard documents that apply in all cases. These include the
Standard Specifications, Revised Standard Specifications, Standard Special Provisions, and
Standard Plans.

Policies are documents that describe the owner’s method of implementation of its business
processes. These include Memos to Designers, Bridge Design Specifications, AASHTO
amendments, and other Division of Engineering Services (DES) policy documents. For Structure
Construction (SC), this this implementation of business processes is with the Bridge
Construction Records & Procedures Manual.

Guidance are documents that are used in support of the owner’s policies. These include Bridge
Design Aids, Bridge Design Details, Bridge Design Practice, and other DES guidance
documents. For SC, guidance includes our Technical manuals.

Proposed Draft Standards, Policies, and Guidance

The following uses draft specifications as the subject matter. The process for reviewing other
draft Standards, Policies, and Guidance is similar.

1.

The Team Sponsor and Team Chair receive a draft specification and Memorandum of
Understanding (MOU) from the SC Training Engineer (point of contact between SC and
other Task Owners) and performs an initial review:

a. The Team Sponsor and Team Chair determines whether the Task Owner of the draft
specification has provided resources in the MOU for SC to perform the review. Un-
resourced work is performed at the discretion of the Team Sponsor.

b. During the initial review, the Team chair and Team Sponsor determine if the draft
specification pertains to the Technical Team’s subject matter expertise.

Distribute the draft specification to the Team members with a deadline for review and
comments. Review comments should focus on constructability:

a. Work performed during the review is charged to the Task Owner of the draft
specification as specified in the MOU.

The Team Chair compiles the responses and returns the draft specification to the SC
Training Engineer, who submits comments back to the Task Owner.

The response will be reviewed by the Task Owner in accordance with their own Quality
Management System (QMS). In general, the Task Owner will:

a. Contact the Technical Team for further discussion or clarification.

b. Accept the Technical Team’s comments and incorporate them into the draft
specification.
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Structure Construction Review of Standards, Policies, and Guidance

c. Proceed with revising the draft specification without including the Technical Team’s
comments or concerns in the final version.

5. The Technical Team will document and maintain records of the comments provided and

received by the Task Owner. These documents will reside in the Technical Team’s shared
folder:

a. The Technical Team retains comments that were not incorporated into the final
version of the specification for future consideration.

After the specification has been published, the Technical Team will review it again. If
changes to a BCM, SC Technical manual, or SC training material are required, the Team
Sponsor and Team Chair update the Work Plan, schedule, and resourcing to
accommodate such changes. Refer to the procedures for developing or updating a:

a. Work Plan — refer to Attachment 3, SC Technical Team Work Plan and Resource
Budget.

b. BCM - refer to Attachment 4, Developing and Updating Process Development
Diagrams (PDD).

c. SC Technical manuals — refer to Attachment 5, Developing and Updating SC
Technical Manuals.

d. SC training materials — refer to Attachment 7, Collecting, producing, updating, and
disseminating field engineering aids and training materials.

Existing Standards, Policies, and Guidance

Occasionally, SC employees become aware of issues or concerns with existing Standards,
Policies, or Guidance. These issues or concerns are elevated through the chain of command to
SC Top Management, who may assign review of the existing Standard, Policy, or Guidance to a
Technical Team for further review.

The following uses existing specifications as the subject matter. The process for reviewing other
existing Standards, Policies, and Guidance is similar.

The Technical Team follows the steps below in order of the urgency of the issue or concern:

1.

The Team Sponsor and Team Chair briefly review the issue or concern and update the
Technical Team Work Plan as described in Attachment 3, SC Technical Team Work Plan
and Resource Budget.

The Team Sponsor and Team Chair present the existing specification and the issue or
concern associated with it to the Technical Team members for review, discussion, and
comments.

a. The Technical Team may invite the Task Owner of the existing specification to
participate in the discussion.
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3. The Team Chair compiles all comments and submits the existing specification and
comments to the SC Training Engineer, who forwards the comments to the Task Owner.

4. The comments will be reviewed by the Task Owner in accordance with their own QMS.
In general, the Task Owner will:

a. Contact the Technical Team for further discussion or clarification.

b. Accept the Technical Team’s comments and incorporate them into a new draft
specification.

c. Take no action.

5. The Technical Team will document and maintain records of the comments provided to
the Task Owner. These documents will reside in the Technical Team’s shared folder.

a. The Technical Team retains comments that were not incorporated into the
specification for future consideration.
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Collecting, Producing, Updating, and Disseminating Field
Engineering Aids and Training Materials

Field Engineering Aids

1.

Each Technical Team receives subject matter innovative methods for performing field
tasks:

a. The Technical Team may periodically send requests to Structure Construction (SC)
field staff for submission of new innovative methods for performing a task in the field
they may be doing in their area.

b. Structure Construction field staff may send suggestions to Technical Teams as
described in BCM B-2.04, Suggestions for Improvement.

2. Upon receipt of a proposed method, the Technical Team will:
a. Review the proposed method and ensure it does not negatively deviate from any
Standard, Policy, or Guidance.
b. Evaluate if the proposed method may be beneficial to others either as a newly
established field engineering aid or as a suggested practice:
1. If the Technical Team determines the proposed method may be beneficial to all
SC staff, the Technical Team submits it to SC Top Management for review.
i1. If the Technical Team determines the proposed method does not have a
significant benefit to SC as a whole, the Technical Team may further develop the
proposed method or ask for additional information from the originator to clarify
the benefit to SC.
3. The Team Sponsor submits the proposed method to SC Top Management for review:
a. Ifapproved by SC Top Management, proceed with Step 4.
b. If not approved by SC Top Management, document the reasons why and stop here.
4. The Team Sponsor distributes the proposed method to SC staff for comments, with a
deadline to respond.
5. The Technical Team will review and evaluate all comments, revise the proposed method,
and submit the revision to SC Top Management.
6. SC Top Management reviews the revised proposed method during Management Review:
a. SC Top Management will decide if the revised proposed method will be incorporated
into a Bridge Construction Memo (BCM), an SC Technical manual, or as SC training
material.
7. The Technical Team incorporates the revised proposed method into the PDD supporting
the BCM or SC Technical manual. The Team Sponsor and Team Chair update the Work
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Plan, schedule, and resourcing to account for the revision. Refer to the procedures for
developing or updating a:

a. Work Plan — refer to Attachment 3, SC Technical Team Work Plan and Resource
Budget.

b. BCM - refer to Attachment 4, Developing and Updating Process Development
Diagrams (PDD).

c. SC Technical manuals — refer to Attachment 5, Developing and Updating SC
Technical Manuals.

d. SC training materials — refer to this Attachment 7, Collecting, producing, updating,
and disseminating field engineering aids and training materials.

Training Materials
1. When a BCM or SC Technical manual is created or revised, the revision is disseminated
to all SC staff. This is accomplished by the following:
a. Email SC staff the a web page link to the changed document:
i.  Change Letter describing changes to the document.
ii. Revised BCM.
iii. Revised SC Technical manual.

2. The Technical Team may recommend training be provided to SC staff when a BCM or
SC Technical manual is revised or created. Training may be accomplished by several
methods depending on the nature of the change. The Technical Team will propose to SC
Top Management which method to use:

a. Address the changes during an upcoming Winter Training.

b. Create an online training module. If time tracking is required, set up a charge code on
LMS.

c. Create a video and post on the CT channel in YouTube.
d. Schedule a training meeting.

3. Subject to the direction of SC Top Management, the Technical Team assists the SC
Training Engineer in the development of the approved training.
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Essential Equipment Lists

Each SC Technical Team customizes an Essential Equipment List in accordance with their
subject matter requirements. If the procurement source is known for this equipment, that may be

added.

1. Electronic equipment:
a. Identify any specific programs needed for the process.

b. Identify what programs may be helpful, especially if it is free ware or available
through a group license at no added cost.

c. Identify a list of helpful links (Title 8 search, etc.).
2. Tools/Equipment for inspection:

a. Specialized tools that we maintain that require specialized training and maintenance,
e.g.:
i. Fall Protection — Semi-annual documented inspections.
i1. Confined Space — air monitoring and gas testing.
iii. Calibrated equipment.
iv. Other.

b. Specialized tools that we get from other functional units with timelines and contacts
(Profilograph, pile testing, e.g.).

c. Specialized equipment that should be provided by the Contractor per the contract
documents.

3. Tools/Equipment for material testing:

a. Refer to the Caltrans [Lab Safety Manual and specific test methods to help determine
specialized equipment needs for their subject matter.

4. Personal Protection Equipment:

Refer to Caltrans Code of Safe Practices (CT COSP) and apply the relevant sections of
the SC COSP for the specific operation. Be sure to coordinate this effort with the
Resident Engineer. Each project should have only one Project-Specific COSP:

a. Refer to CT Safety Manual for the specific operation.

b. Note that some specialized Personal Protective Equipment (PPE) like respirators
(refer to BCM C-2.06, Respirators) require medical exams and specialized training.

5. List helpful but not essential tools:

a. Sound meters, light meters (there are some available in app form for smart phones
and tablets).

b. Smart Levels, Total Station, e.g.
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Develop Subject Matter Research Proposals

Ideas for research proposals may come from many sources. The idea may be as a result of a
proposed change to a regulation, requested usage of a new product, long term issues observed on
completed projects, e.g., they may come from any division within Caltrans or from other
stakeholders.

1. The Team Sponsor or Team Chair responds to the initiator of the idea, provides an initial
scope for the idea, and sends an email to document receipt of the idea to the initiator.

2. Research proposals should be placed on the Technical Team Work Plan:

a.

b.

Determine the level of importance.

Estimate the hours needed for review.

3. Assign tasks to the Technical Team members:

a.
b.

C.

Determine if similar research has been done.
Determine if there is completed research.

Check the current Research Process Policy and Structure Policy and Innovation
(SP&I) Office of Earthquake Engineering Analysis & Research. If research is
currently in progress, request to be part of the research or at a minimum get copies of
the research.

Determine if there is potential cross over to other Caltrans functional units and check
to see if they have started research that may parallel the research proposal, i.e.,
Division of Construction, Traffic Operations, Safety & Health, Quality Management
Representative (QMR), e.g.

4. Technical Team members provide compiled information back to the Team Sponsor and
the Team Chair to decide the next action.

a. If there is existing completed research:
i.  Share the research results with the Technical Team, reply to the initiator, and
proceed to Step 10.
b. If the idea has already been proposed and is being researched:
i.  Request the Technical Team be included in the research and assign a Technical
Team member to aid or follow up on the progress of the research. See Attachment
9-1, Overlapping Research Proposal Example.
ii. Document, distribute to the Technical Team, reply to the initiator, and proceed to
Step 10.
c. Ifthe idea is new:
i.  Make any necessary revisions to the Technical Team Work Plan.
BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM B-2.02
ATTACHMENT 9
06/30/18

Page 1 of 4


http://onramp.dot.ca.gov/newtech/Research_Process_Policy/
http://des.onramp.dot.ca.gov/structure-policy-innovation

Structure Construction Develop Subject Matter Research Proposals

il. Determine if the research may be done within Caltrans or if it requires an external
contract.

iii. Assign a Technical Team member to draft a research proposal using the Research
Proposal Template

iv. Send initiator an updated email with the status of the research proposal.
5. The Team Chair compiles the draft research proposal for the Team Sponsor.
6. The Team Sponsor presents the draft research proposal to SC Top Management.

a. SC Top Management determines if the draft research proposal requires further input
from the Technical Team or the initiator.

b. SC Top Management makes the decision whether to forward the draft research
proposal for funding consideration.

7. If the decision of SC Top Management is to forward the draft research proposal:
a. Update the initiator.

b. The Team Sponsor submits the draft research proposal to the SC Technical Team
member that is a member of the appropriate Division of Engineering Services (DES)
Technical Committee for consideration to be included in the next fiscal year’s
research program. The Structure Policy Board will select the top research ideas. The
Division of Research, Innovation, and System Information (DRISI) webpage is also a
great source of information on the Department’s research efforts. Page two of the
SP&I Bulletin Volume 4, Issue 2 discusses this process.

8. If the draft research proposal goes forward as a formal research project:
a. Update the initiator.
b. Assist with the research as requested.

9. If the results of the formal research project have statewide interest or value, the Team
Sponsor will determine the best method to share and or implement the results. This may
start the Technical Team on further development of processes.

10. Update the Technical Team Work Plan and document results.

11. The Technical Team maintains a database of ideas and proposals along with results to
minimize repeating proposals and to facilitate new or similar proposals.
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Overlapping Research Proposal Example

To follow is an example of an overlapping research proposal that should be reviewed by the
appropriate SC Technical Team for a future research proposal:

e Potential research proposal: The proposal is to research a warning or alarm system for
over height vehicles approaching falsework.

e How does the research proposal overlap? The research proposal described below has
been requested by North Region Construction Safety Coordinator, Ed Yarborough, to the
Division of Traffic in District 3, Joe Horton. The research proposal pertains to SC work;
thus, the SC Technical Team A, Temporary Structures.

The information in the emails below is an example of how an idea can be presented to SC
Technical A, Temporary Structures, sponsor. If pursued, the information should be transferred in
the Research Proposal Template.

From: Horton, Joseph W@DOT

Sent: Friday, January 27, 2017 9:33 AM

To: Yarbrough, Ed E@DOT <ed.yarbrough@dot.ca.gov>

Cec: Altman, Steve D@DOT <steve.altman(@dot.ca.gov>; Wilder, Dennis@DOT
<dennis.wilder@dot.ca.gov>; Babcock, John F@DOT <john.babcock@dot.ca.gov>; Smith, Kim
B@DOT <kim.smith@dot.ca.gov>; Alvarado, Andy@DOT <andy.alvarado@dot.ca.gov>;
Solak, Ken L@DOT <ken.solak@dot.ca.gov>; Ead, Samir W@DOT <samir.ead@dot.ca.gov>
Subject: Re: Research Proposal - Overheight Vehicles and Falsework

Ed,
| like your idea. Maybe we can do review of what other states are doing.

Justin,
Cut and paste Ed's idea into a Pl request. After | find out which PSC this should be in, we will see
what we can do for Ed and his people.

Joe Horton

Office Chief, DRISI
(916) 654-8229
(916) 955-7841

From: Yarbrough, Ed E@DOT

Sent: Wednesday, January 25, 2017 3:17:34 PM

To: Horton, Joseph W@DOT

Cec: Altman, Steve D@DOT; Wilder, Dennis@DOT; Babcock, John F@DOT; Smith, Kim
B@DOT; Alvarado, Andy@DOT; Solak, Ken L@DOT; Ead, Samir W@DOT

Subject: Research Proposal - Overheight Vehicles and Falsework

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM B-2.02
ATTACHMENT 9

06/30/18

Page 3 of 4


http://www.dot.ca.gov/hq/esc/earthquake_engineering/research_reports_site/Problem_Statement_Template.docx
mailto:ed.yarbrough@dot.ca.gov
mailto:steve.altman@dot.ca.gov
mailto:dennis.wilder@dot.ca.gov
mailto:john.babcock@dot.ca.gov
mailto:kim.smith@dot.ca.gov
mailto:andy.alvarado@dot.ca.gov
mailto:ken.solak@dot.ca.gov
mailto:samir.ead@dot.ca.gov

Structure Construction Develop Subject Matter Research Proposals

Joe:

| attended the Statewide Construction Partnering Steering Committee meeting today and was
part of the discussion on current safety initiatives, like the Work Zone Intrusion Alarm study,
plus my participation in the NCHRP Synthesis on one-way traffic control.

As part of that discussion an interesting point was brought up by Dennis (one of our Structures
Managers), who was attending for Steve, as to potential research on some type of
warning/alarm system for overheight vehicles approaching falsework. We continue to have
problems with these vehicles striking our falsework, even though we are placing the
appropriate sign packages and informing the Office of Truck Services of the reduction of height
at the bridge locations so that they can cover that as part of their permitting process. The
safety implications of vehicles striking falsework are readily apparent and this seems to be a
topic that would be a good candidate for some research and testing.

| found this to be an interesting idea and would like to present it to you for consideration. |
don’t know what other States are doing, although | have seen a couple of interesting pictures
on secondary roads of items like having a bar across the road at the same height as the bottom
of the bridge a few hundred feet in front of the bridge with additional warning signs. Basically if
you hit the bar, pull over, because you are going to hit the bridge.

| can’t see the Department being able to do something like that, but my initial quick thoughts
are that it seems that there should be some type of portable electronic height measuring device
that could be placed on the shoulder, maybe on a pole, that we could connect into a PCMS
through some software in advance of the falsework that could automatically flash a message on
the PCMS for the overheight vehicle to see. I'm sure you know of the integrated software
applications VerMac is doing with their JamLogic software and this should be much simpler.

Could this be something that we might be able to propose a study on and see what comes of
it? Your thoughts would be appreciated.

Ed Yarbrough
Caltrans North Region Construction
Construction Safety Engineer
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Respond to Requests for Assistance from SC Staff, DES Functional

Units and Other Stakeholders

In general, requests for assistance fall into two categories:

1.
2.

Project-specific subject matter inquiries that need an immediate response.

General questions pertaining to Technical Team subject matter that have statewide
applicability.

For project-specific subject matter inquiries, any Technical Team member that receives the
inquiry should provide the response after quick consultation with the Team Chair and/or Team
Sponsor. The rest of this attachment addresses general instructions for responding to requests
pertaining to Technical Team subject matter:

1.

Requests for assistance should come in through the Team Sponsor. If a request is
received by another Technical Team member, they should send it to the Team Sponsor.

a. The recording and documenting process begins here.

b. The Team Chair sends the requester an email confirming receipt of request.

The Team Chair enters requests for assistance on the Technical Team Work Plan:

a. If the request is project-specific, charge Technical Team time to the project.

b. Determine the level of importance.

c. Estimate the hours needed to provide a response.

d. Assign to Team members with due dates (draft, compiled, comments, complete).
The Team Chair sends requester an updated email with the status of the request.

Assigned Technical Team members send comments back to the Team Chair, who
compiles them for the Team Sponsor.

The Team Sponsor presents the proposed response to SC Top Management and
determines if the request requires further input from the Technical Team.

The Team Chair sends the Technical Team’s response to requestor.

If the response to the request for assistance has statewide applicability, Structure
Construction (SC) Top Management will determine the method of distribution. If changes
to a Process Development Diagram (PDD) supporting a Bridge Construction Memo
(BCM), SC Technical manual, or SC training material are required, the Team Sponsor
and Team Chair update the Work Plan, schedule, and resourcing to accommodate such
changes. Refer to the procedures for developing or updating a:

a. Work Plan — refer to Attachment 3, SC Technical Team Work Plan and Resource
Budget.

b. BCM - refer to Attachment 4, Developing and Updating Process Development
Diagrams (PDD).
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Units and Other Stakeholders

c. SC Technical manuals — refer to Attachment 5, Developing and Updating SC
Technical Manuals.

d. SC training materials — refer to Attachment 7, Collecting, producing, updating, and
disseminating field engineering aids and training materials.

8. Each Technical Team maintains a database of requests and results to minimize repeating
responses to requests for assistance.
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Maintain External Contacts, Research Industry Trends, Arrange
Industry Group Liaison Meetings, and Promote Innovative
Solutions to Continually Improve SC Processes

Structure Construction (SC) Technical Teams are encouraged to have dialogue with other
stakeholders that share similar subject matter expertise. This is intended to promote the
exchange of ideas and innovative solutions. While this is intended to promote the free flow of
ideas, be aware that Technical Team members are not to act as agents of the Department
unless specifically authorized to do so.

1. Technical Team members are encouraged to utilize Section 3.3(b), Professional Society
and Organization Dues reimbursement, of the Unit 9 MOU in order to join a professional
society or organization aligned with the Technical Team’s subject matter. Technical
Team members could join different professional societies or organizations to broaden
their sphere of influence.

2. Periodically review published material pertaining to Technical Team subject matter.
3. Outreach towards external groups to further contacts in industry:

a. Contractor groups e.g. Associated General Contractors (AGC), United Contractors
(S[®))
b. Vendor groups and trade show i.e. World of Concrete.

c. Other State Agencies (e.g. Department of Water Resources (DWR), Occupational
Safety and Health Standards Board (OSHSB)).

d. Local Agencies and Transportation groups.
e. Consultant Engineer groups.

4. Establish and maintain a communication path with Division of Construction, Division of
Engineering Services (DES) subdivisions, and other Caltrans functional units.

5. Outreach towards interested parties may be made through regular meetings and or
personal contacts with other professionals in the field of expertise.

6. Develop an external contact list that the Technical Team can access.

7. Utilize the above contacts to help answer vendor’s questions and try to direct them to the
best person or committee to help bring awareness to new products.

8. Technical Team members should send updates from meetings and new information to
other Team members to share information learned.
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SC Technical Team Meeting Agenda / Meeting Minutes

Technical Team:

Meeting Location or Phone Bridge information:

Date:

Members Attending:

Title

Name

Signature (or by “Phone”)

Technical Team Sponsor

Technical Team Chair

Technical Team Vice Chair

Name

Signature (or “by Phone”)

Name

Signature (or “by Phone”)

1. Introduction:

2. Technical Team Work Plan update:

3. Review progress of deliverables generated by the Technical Team:

a.

b.

Process Development Diagrams.

SC Technical manuals and other guidance documents.

Draft specifications.

Report on requests for assistance from SC employees, DES functional units and other interested parties.

Inspection aids and training materials.

Changes to essential equipment list.
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Structure Construction Technical Team Meeting Agenda / Meeting Minutes
g. Status or proposal of subject area research proposals.

h. Report on external contacts made or meetings attended.
1. Share new technical information with the team.

j.  Open discussion.

4. Action Items:

Al Number | Description Responsible Party | Due Date

Meeting Minutes confirmed by Team Chair:

Additional comments from Team Sponsor:

Team Sponsor signature: Date:

Post Technical Team Meeting Minutes to SC Technical Team website.
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SC Technical Team Quarterly Report

Each SC Technical Team creates a quarterly report showing its progress with deliverables.

Copy and paste the embedded spreadsheet below into a new EXCEL spreadsheet to create your

Technical Team’s quarterly report. The example shown below is for Technical Team A,

Temporary Structures.

1. Allocated resource and expended resource reports will be provided to each Technical Team.
Note there is generally a one-month lag before expenditure data is available.

2. Use the Technical Team Work Plan to fill in the “Task Scheduled” columns.

3. For products developed over a length of time, such as SC Technical manuals, use a linear
distribution to estimate scheduled percent complete.

Structure Construction - Technical Team A
(Temporary Structures)

FY 17-18 Quarter 1 Quarter 2 Quarter 3 Quarter 4
Allocated Resources X X X X
Hours charged y y Yy y

Task
A. Technical Support (non-project direct only):
1) Internal to Caltrans
TT Meetings
Develop subject matter inspection aids
and training materials
Develop subject matter research
proposals
Respond to inquiries
2) Federal, other State and Local Agencies
Respond to inquiries
External contacts
3) Industry Engagement
B. Standards, Policies and Guidance Material:
1) Standards (Design specs, Std Plans, SSP,
XS,...)
Standard Specifications, SSP reviews
Standard Plans, XS Sheets reviews
Policies (MTD, SPM,...)
Law and Regulation reviews
MTD reviews
Other DES policy document reviews
AASHTO amendment reviews
Bridge Construction Memos created
Bridge Construction Memos reviewed
Guidance Material (BDP, BDA, etc...)
BDP, BDD, BDA reviews
Bridge Removal Manual (% complete) 0% 0% 5% 10%
Falsework Manual (% complete with
continual improvement for FY) 25% 50% 75% 100%
Temporary Structure Manual (%
complete) 0% 0% 5% 10%
Tools (Software, databases,...)
Falsework Check Program (% complete)
C. Other (Provide description)
Falsework Check Program (% complete)

2

3

4

* performed upon request, not scheduled
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\ SC — BRIDGE CONSTRUCTION MEMO B-2.04
ct VOLUME |, SECTION B-2, SC ADMINISTRATIVE
PROCESSES — SC OPERATIONS
Lltrans PAGE 1 OF 2

Intake Process for Proposed Changes to
the SC QMS

Revision and Approval

Revision | Date Nature of Changes Approved By
0 06-30-2020 | Original Issue Richard Foley
Click here for previous versions Contact SC Technical Team Q for questions

Backqground

This process establishes general procedures for the intake of proposed changes to the
Structure Construction (SC) Quality Management System (QMS).

Prior to reviewing this Bridge Construction Memo (BCM), it is essential to review any

policy documents referenced above. The information in the policy document(s) typically
will not be repeated in the text of this BCM.

Process Inputs

1. Proposed improvement to existing SC QMS
2. Missing tribal knowledge/lessons learned from SC staff

3. Errors or omissions discovered in SC QMS

Procedure

1. All work associated with this process is charged as Project Direct - Construction.
2. SC Staff:
a. ldentify:

i. Better ways to perform a task that improves quality, project delivery,
efficiency, or safety.
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ii. Changes that are necessary to the existing SC QMS due to errors,
omissions, missing tribal knowledge, and project-level lessons learned.

b. Discuss the proposed change’s feasibility with peers and supervisor.

c. Draft the proposed change using concise language. When proposing a
significant change, include all necessary details. Before submitting the
proposed change, submit the draft change proposal to your supervisor to
review.

d. Submit the proposed change using the Change Management database:

i. If unsure where or how to submit the proposed change, seek assistance
from SC.Office.Associates@dot.ca.gov.

3. SC Quality Management Representative (QMR):
a. Reviews the proposed change with SC Quality Management Team (QMT).
b. Records results of the review of Change Management database.
c. Notifies the originator of the proposed change of its disposition.

4. If the proposed change is implemented, and if warranted, SC Top Management
gives recognition to the initiator through the Caltrans Employee Recognition
Program or other suitable means of recognition.

Process Outputs

1. Ideas submitted for proposed changes to SC documented information
2. Initial review of submitted proposed changes

3. Transparency of disposition of proposed changes

None
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Revision and Approval

Revision | Date Nature of Changes Approved By
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c ! SC — BRIDGE CONSTRUCTION MEMO B-3.03
VOLUME |, SECTION B-3, S.C. ADMINISTRATIVE
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Use of State Vehicles

Revision and Approval

Revision Date Nature of Changes Approved By

0 04-22-2019 | Original issue. Steve Altman

Click here for previous versions

Background

This process establishes Structure Construction (S.C.) roles, responsibilities, and
procedures for obtaining, maintaining, and authorizing use of State vehicles necessary
for the performance of field operations. State vehicles include vehicles that are owned,
leased, or rented by the State.

Caltrans policies for employee responsibilities when using State vehicles are in:
1. Deputy Directive, DD-111, Use of State Vehicles.
Division of Equipment (DOE), Use of State Vehicle Guidelines.

Local District vehicle policies.

Maintenance Manual, Chapter 4, Equipment

o & 0D

Travel Guide, Chapter 3, Travel Reimbursement — Long-Term Assignments —
Transportation Expenses — State Owned (or Leased) Vehicles

6. Caltrans Safety and Health Manual, Chapter 17, Motor Vehicle Safety.
7. Caltrans Safety and Health Manual, Chapter 18, Motor Vehicle Accidents.

To emphasis/highlight information from these policies, some, not all information, is
included in the Procedure section of this Bridge Construction Memo (B.C.M.).

Process Inputs

1. S.C. personnel assignment that requires use of a State vehicle.
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Procedure

1. All work associated with this process is charged as Project-Direct Construction or
Overhead depending on what assignment or activity the State vehicle is being
used for.

2. S.C. personnel:

a.

Successfully complete Defensive Driver Training (DDT) online, or approved
defensive driver training course (e.g., through Learning Management
System), at least once every four (4) years per policies 1, 2 and 7 listed in the
Background.

Use, store, and maintain the State vehicle as described in the first five
policies listed in the Background.

Form DME-0283, Pre-Operation Inspection, Post Operation Report & Repair
Request (Trucks & Construction Equipment) should be completed before and
after repairs to the State vehicle are made, and instructions from your District.

For policies, guidelines, and rules for driver training and the safe operation of
motor vehicles, refer to the Caltrans Safety and Health Manual, Chapter 17,
Motor Vehicle Safety.

Use of personal identification Key Fob is required for each trip in a State
vehicle per the second policy listed in the Background. Requirements may
vary in each District, check with your local District policy.

Review and sign the State-Owned Vehicle and Voyager Fuel Credit Card
User Agreement per the first policy listed in the Background.

If on Long Term Assignment per BCM B-4.02, Long Term Assignment and
Long Term Assignment Differential, discuss with your supervisor the
authorized use of:

i. State vehicles for official use only as described in Attachment 1, Official
Use of State Vehicles — Public Perception.

ii. Private vehicles per BCM B-4.04, Use of Private Vehicles on State
Business.

If you are in an accident in your State vehicle, refer to the procedures in:

i. Caltrans Safety and Health Manual, Chapter 18, Motor Vehicle Accidents.
Confirm form STD. 269, Accidents Identification, is in the glove
compartment of your State vehicle.

ii. Caltrans Health and Safety intranet, Motor Vehicle Accident Reporting.
Required documents are time sensitive. Some forms must be completed
and signed within 24 hours, and others within 48 hours.
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iii. S.C. Intranet, Reporting an Accident.

iv. As an S.C. employee, you are responsible to the District you work in and
the Division of Engineering Services (DES). Accident reports should be
sent in accordance with District policy and to the DES Safety Officer.

In case of breakdown, contact the nearest Division of Equipment facility:

i. Each vehicle contains a directory that lists the shops and personnel to
contact in case of a vehicle breakdown or emergency on the road.

Roadside assistance is also available 24 hours a day with the use of the
official state credit card for fuel.

Report income on the Personal Use of State Vehicle One-Way Commuting
and/or Round Trip, Form PM-0041, when the State vehicle is used for
commuting purposes.

Make vehicle available for use by others when not needed.

3. S.C. supervisors:

a.

Determine State vehicle needs for S.C. personnel in your unit per the first
policy listed in the Background.

Verify personnel has a valid California driver’s license per the first two policies
listed in the Background.

Arrange with the District Construction Vehicle Coordinator for assignment of
necessary State vehicles.

Supervise the use, storage, and maintenance of State vehicles within your
unit as described in the first five policies listed in the Background.

Monitor the use of Home Storage Permits.

Report to S.C. manager corrective action taken for misuse, and/or
noncompliance.

4. S.C. managers:

a.

Manage the use, storage, and maintenance of State vehicles within your area
as described in the first five policies listed in the Background.

Process Outputs

1. Authorized use of State vehicles, credit card, and Key Fobs.
2. Compliance with recordkeeping requirements, usage, and maintenance outlined
in DOE Use of State Vehicle Guidelines
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Attachments

Attachment 1, Official Use of State Vehicles — Public Perception.
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Official Use of State Vehicles — Public
Perception

Official Use of State Vehicles

California Code of Reqgulations §559.800, Use of State-Owned Vehicles — Definitions,
limits the use of State vehicles to official use only.

Because it is difficult, if not impossible, to precisely and conclusively define "official
business" Structure Construction (SC) must rely heavily on the good judgment and
integrity of its employees. For instance, the use of State vehicles within the job limits
during working hours is a clear-cut example of official use. However, the operation of
State vehicles before and/or after working hours, or away from places directly or
indirectly related to the job may under some circumstances be perceived by the public
as private or personal use.

Employees will be permitted to drive a State vehicle from a jobsite to their dwelling
under authority of an approved Home Storage Permit. See the following for additional
information:

California Code of Requlations, Title 3 2, Article 15, Section 599.808
DD-28-R3, Vehicle Home Storage Permits
DD 111-R1, Use of State Vehicles

State Administrative Manual, Section 4109

Use of State Vehicle Guidelines
Vehicle Home Storage Permit (VHSP) Guidelines

It is recognized that employees assigned to construction projects, who are away from
their place of residence and away from their means of private transportation, whether
during or after working hours, need to obtain meals and occasionally other necessary
items of personal use. Structure Construction sanctions the reasonable use of State
vehicles to obtain personal necessities where State vehicles are the employee's sole
means of transportation. Use of State vehicles for reasons other than to obtain personal
necessities (as they may occur while the employee is dependent on a State vehicle) is
not permitted.

Structure Construction employees are reminded that the use of State vehicles is subject
to public scrutiny and that allegations of misuse will occasionally be made. Therefore,
when possible, a State vehicle should not be operated when there is appearance of
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Official Use of State Vehicles — Public
Perception

misuse, even though the employee is able to show that the use of the vehicle is
legitimate.

According to Management Memo 06-06 State Vehicle Utilization Standards, in the
section on Misuse of State Vehicles:

The operation of a State vehicle is a highly visible activity that deserves the attention of
each State agency. The public’'s awareness of these vehicles and their concern about
proper use has been heightened by the current economic situation. Each State agency
should maintain knowledge of the rules and regulations cited in the reference section of
this memorandum, for example:

e State motor vehicles shall be used only in the conduct of State business.

e Commuting in State vehicles is allowed only in compliance with specific
guidelines and all costs must be reimbursed.

e A “Home Storage Permit” is required if a State vehicle is frequently kept
overnight at or in the vicinity of an employee’s home.

e Carrying in the vehicle any persons other than those directly involved with official
State business is prohibited unless permission is obtained in advance for each
trip by the employee’s supervisor.

e State agencies and employees are responsible for properly reporting personal
use of State provided vehicles—considered compensation by the Internal
Revenue Service and Franchise Tax Board.

State vehicles, must be locked at all times, when parked and left unattended.

Structure Representatives (SR) must make certain that all field personnel assigned to
their projects are thoroughly familiar with the rules governing the proper use of State
motor vehicles. Disciplinary action will be taken in cases of misuse of State-owned and
leased automobiles. Employees are also liable to the State for any loss due to misuse of
State-owned vehicles.
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Long-Term Assignment and Long-Term Assignment Differential

Revision and Approval

Revision | Date Nature of Changes Approved By
0 08-22-2018 | Original issue. Steve Altman
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Background

As a statewide organization, Structure Construction effectively utilizes Long-Term Assignments
to balance staffing and workload. This process establishes Structure Construction (SC) employee
roles, responsibilities, and procedures for Long-Term Assignments (LTA), including use of
Long-Term Assignment Differential (LTAD).

The decision to place an employee on a LTA should take into account the duration of the
assignment as well as travel costs to determine which option is beneficial to the department. In
some cases, relocating an employee may be the best option for the State. Every situation is
different. Ultimately the decision should be based on the benefit to the Department. The
Department will benefit by giving employees opportunities to acquire a variety of skills and
experiences from a wide range of projects throughout the State.

Definitions:

1. A Long-Term Assignment is an assignment of 31 days or more in a single location a
minimum of 50 miles away from an employee’s Headquarters and Primary Residence:

a. Temporary LTAs are LTAs expected to last less than one year.
b. Indefinite LTAs are LTAs expected to last more than one year.
2. Indefinite Assignment reimbursements are taxable under Federal and State law.

3. Long-Term Assignment Differential is a monthly pay differential in lieu of long-term per
diem (meals, incidentals, and receipted lodging) for long-term assignments which have
been determined at the outset to exceed one year in a single location.

! http://www.dot.ca.gov/hg/asc/travel/ch3/31ta.htm
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Consult the Caltrans Travel Guide, Chapter 3, Travel Reimbursement, and Chapter 7, Tax
Withholding and Reporting Requirements, for additional information.

LTAs and LTADs need to be monitored to ensure they are justified and do not remain active past
their need.

Process Inputs

1. Project which necessitates SC staff assignment that requires travel expenses for 31 days
or more (LTA)

2. Form FA-1350, Long Term Assignment (LTA) Information & Certification of Subsistence
Rates

3. Form PM-0915, Authorization for Caltrans Long Term Assignment Differential

4. Bargaining Unit Contracts

5. Caltrans Division of Human Resources (DHR) report of those on LTAD

Procedure

1. All work associated with the process should be charged to Project-Direct — Construction,
unless otherwise directed.

2. SC Personnel:

a. Discuss potential LTAs with your supervisor:
1. Discuss whether an LTA is temporary, or indefinite:
1. e.g., Rotation assignment, loan assignment, etc.
ii.  For temporary LTAs, discuss methods of travel reimbursement:
1. Caltrans Travel Guide, Chapter 3, Travel Reimbursement

2. BCM B-4.04, Use of Private Vehicles on State Business

3. Caltrans Travel Guide, Chapter 6, for the potential of needing a travel
exception for short-term expenses beyond 30 days.

iii.  For indefinite LTAs, discuss the feasibility of relocation in lieu of a temporary
assignment (Caltrans Travel Guide Chapter 3, Relocation).

iv.  Review potential tax impact of travel reimbursement (Caltrans Travel Guide

Chapter 7).
b. Forall LTAs:

1. Upon the start of the LTA, complete and submit Form FA-1350, Long Term
Assignment (LTA) Information & Certification of Subsistence Rates and Form SC-
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1l.

C.

L.

0102, Change of Address for Check Disbursement, to your supervisor. Retain a
copy.

For any information that changes during the LTA, revise and resubmit Form FA-
1350 to your supervisor. This includes project charging information. If changes
result in assignment period more than one year from initial start date, also
complete and submit Form PM-0915, Authorization for Caltrans Long Term
Assignment Differential. Ensure consistency between the two forms for relevant
items that appear on both.

For temporary LTAs:

Complete and submit Form FA-0302, Travel Expense Claim, for your chosen
method of travel reimbursement at least monthly per BCM B-4.01, Travel
Expense Claims.

d. For indefinite LTAs:

L.

il

1il.

iv.

Thirty (30) days prior to the start of the indefinite LTA, complete and submit
LTAD Form PM-0915.

Provide a copy of the lodging receipt that meets the requirement of Travel Guide
Chapter 3 to your supervisor each month for the duration of the indefinite LTA
(See Caltrans Travel Guide, Chapter 5).

Complete and submit Travel Expense Claims at least monthly for all reimbursable
travel expenses per BCM B-4.01.

30 days prior to the end of the indefinite LTA, complete and submit Form
PM-0915 to confirm the end date of the indefinite LTA.

3. SC Supervisors:

a. Discuss anticipated duration of the LTA with SC personnel.
b. Confirm that SC personnel has reviewed and has no questions regarding the Travel
Guide.
c. Discuss Chapters 3 and 7 with SC personnel prior to assignment.
d. Review SC personnel project assignment for feasibility of LTA or relocation.
e. Review SC personnel Headquarters and Permanent Residence locations:
i.  Revise (as needed) per BCM D-2.01, Establishing Headquarters for SC
Employees.
f. Perform a long-term assignment cost analysis.
g. Note anticipated initial duration of project(s) to be assigned.
h. Forall LTAs:
i.  Review submitted LTA Form FA-1350 for accuracy:
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1. Sign and submit Form FA-1350 to SC Headquarters.

2. Form FA-1350 may be submitted electronically to SC HQ
osc.administration@dot.ca.gov

ii.  Review, sign, and submit SC personnel Travel Expense Claims per BCM B-4.01:

1. TEC Form FA-0302 with original wet signatures must be mailed to SC HQ
for processing.

iii.  During the course of LTA, when it becomes apparent that the assignment will
extend beyond one year from the initial start date, the assignment is considered as
Indefinite Assignment (same as LTAD) and employee must complete and submit
LTAD Form PM-0915 and revised LTA Form FA-1350. The start date of the
indefinite assignment (LTAD) is the first known date of the extension over a year.

iv.  For Indefinite LTAs see above.
v.  Review submitted Form PM-0915 for accuracy:

1. Form PM-0915 with original wet signatures must be mailed to SC HQ for
processing.

vi.  Collect lodging receipts from SC personnel monthly for the duration of the
indefinite LTA.

vii. 30 days prior to the end of the indefinite LTA, ensure SC personnel resubmit
Form PM-091S5 to establish the correct end date of the indefinite LTA.

viii.  LTAD documents, including receipts will be retained for five (5) years from the
conclusion of last LTAD payment by the supervisor who approved form PM-
0915, as per Travel Guide Chapter 3.

ix.  Report monthly to ACM those employees on LTAD.
4. SC Managers:

a. Evaluate and document annually the continued need for SC personnel to be on LTA
or LTAD:

1. Perform long-term assignment cost analysis annually for all SC personnel on
LTA.

ii.  Document duration of current project, noting any time over run.

iii.  Document start dates and duration of future assignments in same area that would
keep SC personnel on LTA or LTAD.

iv.  Determine and document the feasibility of having another person take over future
projects.

b. Review DHR-generated report of SC personnel on LTAD and compare to report from
SC Supervisor.

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM B-4.02
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c. Verify need for SC personnel to be on LTAD.

d. Take appropriate action if SC personnel is no longer on LTA but still receiving
LTAD.

e. Verify that lodging receipts are collected and retained by the supervisors and that
LTAD related forms are completed and submitted timely

5. SC Administrative Support:

a. Process all LTA forms in accordance with BCM F-1.02, SC Employee Management
Branch Desk Manual.

b. Assist field supervisors in the LTA cost comparison analysis by providing evaluation
tools such as example worksheets when requested.

Process Outputs

1. Completed/Revised Form FA-1350 and Form PM-0915:

a. Customers: SC, Caltrans Division of Accounting, DHR

b. Customer Expectations: Forms completed accurately and submitted timely
2. Long-Term assignment cost analysis:

a. Customers: SC, Caltrans Division of Accounting, DHR

b. Customer Expectations: Complete at beginning of LTA and then annually at the
beginning of the year, take appropriate action based on results

3. Supporting documentation of projects and projected workload:
a. Customers: SC, Caltrans Division of Accounting, DHR

b. Customer Expectations: Accurately completed, accurate and appropriate actions
taken, accurate and appropriate reimbursement for travel expenses incurred

Attachments

None
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CONSTRUCTION PAGE 1 OF 2

Use of Private Vehicles on State Business

Revision and Approval

Revision | Date Nature of Changes Approved By

0 12-05-2017 | Original issue. Steve Altman

Click here for previous versions

Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures for
use of private vehicles on State business, including:

1. When use of private vehicles on State business is allowed.
2. Forms to complete.
3. Procedure for reimbursement.

The use of private vehicles for State business has a role in the delivery of SC products and
services. An employee may use his or her privately-owned vehicle on official business if
approved by his/her supervisor. However, it is necessary to know and follow the established
rules for use and reimbursement of private vehicle usage.

Process Inputs

1. Project assignment.
2. Rotation assignment.

3. Training assignment.

Procedure
1. Complete and process annually (or when a change affecting certification occurs),
form FA-0205A, Authorization to Use Privately-Owned Vehicles on State Business.

2. Determine if a privately-owned vehicle is allowed for usage based upon guidelines
established in the Caltrans Travel Guide.

a. Normal State Business.
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b. Call Back.

3. Request and receive supervisor approval to use a privately-owned vehicle on State
business prior to use of privately-owned vehicle.

a. Supervisor assigns staff to work-required travel and assesses availability of State
Vehicles.

b. Supervisor determines optimal mode of transportation, verifies that there are
sufficient funds allocated for travel, and economic advantages to the use of a personal
vehicle over a State vehicle.

e Personal vehicles will not be taken into lane closures and construction zones.

4. For reimbursement, employee completes and submits form FA-0302, Travel Expense
Claim to SC HQ in accordance with BCM B-4.01, Travel Expense Claims.

Process Outputs

1. Completed and approved form FA-0205A, Authorization to Use Personal-Vehicle on
State Business.

2. Completed and approved form FA-0302, Travel Expense Claim.

Attachments
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PROCESSES — PROJECT SAFETY

STRUCTURE
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Developing the Project Code of Safe Practices (COSP)

Revision and Approval

Revision | Date Nature of Changes Approved By

0

05-30-2018 | Original issue. Steve Altman

Click here for previous versions.

Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures
regarding safe work practices for field projects.

Process Inputs

1. Contract documents.

2. Site-specific conditions.

3. Contractor’s work plans.

4. Contractor’s schedule.

5. Contractor’s Injury and Illness Prevention Plan (ITPP) and Code of Safe Practices
(COSP).

6. Caltrans’ Injury and Illness Prevention Plan (CT IIPP) and Code of Safe Practices (CT
COSP)

Procedure

1. All work associated with this process is charged as (1) Project-Direct — Construction, (2)
Project-Direct — Preconstruction.

2. At the start of a new project, the Structure Representative (SR) and Resident Engineer
(RE) will meet to review the project conditions and identify possible hazards as a result
of, but not limited to:

a. Traffic handling and staging
b. Night work.
BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL VOLUME I
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c. Noise.

&

Dust, lead, asbestos, or other contaminants that may cause illness to the worker.
Confined space.
Exposure to falls.

Tripping hazards.

5 @ oo

Pinch points.

Climate related hazards.

—

j.  Water.

k. High priority utilities.

. Equipment access.

m. Falsework and temporary support systems

n. Bridge demolition.

o. Pile drilling/driving.

p. Concrete placement.

q- Loads on structures due to temporary construction operations.

3. Review the CT IIPP, the CT COSP, the SC COSP Addendum, and the contractor’s IIPP
and COSP.

a. Select the appropriate sections of the CT COSP template and SC COSP Addendum
that apply to the project and prepare a project-specific CT COSP.

b. Contact the Construction Safety Coordinator (CSC) and/or Structure Construction,
Construction Safety Engineer (SC SE) for assistance to address additional health risks
specific to the project not covered in the CT COSP template.

4. Review the project-specific CT COSP with the District CE and Bridge Construction
Engineer (BCE).

5. Review the project-specific CT COSP to field staff. Review site-specific hazards and
mitigation efforts. After reviewing, have field staff sign the project specific CT COSP.

6. Post the project-specific CT COSP in a conspicuous place where it is accessible to all
Caltrans project staff.

7. Communicate with other visiting Caltrans functional unit’s specific project conditions
and the location of the project-specific CT COSP. All others visiting the project must
read and sign the job specific CT COSP through the RE’s office.

8. The RE is responsible for conducting and documenting weekly job site safety
inspections. The SR and Assistant SR assist District employees with safety inspections of

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM C-2.01
05/30/18
PAGE2 OF 3


https://hs.onramp.dot.ca.gov/downloads/hs/files/SM-Chapter-01.pdf
http://www.dot.ca.gov/hq/construc/publications/code_of_safe_practices.pdf
https://des.onramp.dot.ca.gov/structure-construction

structure related work items. The Construction Safety Checklists, form CEM 0606 is
available to assist staff with the inspections protocol.

Safety records as required by Title 8, the CT IIPP, and the Construction Manual must be
filed in Category 6 of the project record files. These should include but are not limited to
training records, job site safety inspections, accident records and corrective actions and
the Tailgate Safety meetings.

Process Outputs

1.

Project-specific CT COSP
a. Customers: District, Cal/OSHA.

b. Customer Expectations: Compliance with Title 8 and a safe working environment for
CT employees.

2. SC employees review, sign, and understand CT IIPP and CT COSP

a. Customers: District, Cal/OSHA.

b. Customer Expectations: Compliance with Title 8, safe working environment for CT
employees, ability to take corrective action to address safety hazards.

3. Caltrans functional units and others visiting project review, sign, and understand CT IIPP
and CT COSP.

4. Cooperation between District and SC personnel in creating a safe work environment.
a. Customers: District and Public
b. Customer Expectations: Safe working environment for all CT employees.

5. Address and mitigate job site hazards.

a. Customers: District, Cal/OSHA, Contractor.

b. Customer Expectations: Assist RE to identify safety concerns to enable a safe
working environment, taking corrective action to address safety hazards, timely
communication, fair and consistent administration of the contract.

6. Jobsite safety inspection protocol.

a. Customers: District, CallOSHA, Contractor, other interested parties.

b. Customer Expectations: Timely communication, identification and correction of
safety hazards to enable a safe working environment, and documentation and records
required by Title 8 and the Construction Manual are in the project records.

7. Document and retain records for job site safety issues and Bi-weekly safety meetings.

a. Customers: District, Cal/OSHA.

b. Customer Expectations: Documentation and records required by Title 8 and the
Construction Manual are in the project records.
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Annual Construction Safety Refresher Training

Revision and Approval

Revision

Date

Nature of Changes

Approved By

0

05-30-2018

Original issue.

Steve Altman

Click here for previous versions

Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures for
the Annual Construction Safety Refresher (ACSR) training.

In accordance with Cal/OSHA regulations and the Caltrans Injury and Illness Prevention
Program (Caltrans IIPP), SC field personnel are required to attend a four-hour ACSR training
listed in the Caltrans Learning Management System (LMS) as training course G100028.

Process Inputs

1. LMS class code G100028, Annual Construction Safety Refresher (ACSR) training course.

2. All SC field personnel assigned to field construction projects.

Procedure

1. SC employees:

Enroll in LMS class code G100028, Annual Construction Safety Refresher, and attend
the ACSR training.

a.

Discuss the ACSR training with supervisor regarding specific application of the

training.

Implement the information learned from ACSR training during the course of day-to-

day activities.

Throughout the year, send pictures, questions, lesson learned to the SC Supervisor.
The collected information maybe to develop additional SC-specific training.

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL
PRINTED COPIES FOR EXTERNAL DISTRIBUTION ARE UNCONTROLLED

VOLUME |



https://dschq.dot.ca.gov/sc_manuals/construction_records_and_procedures_vol_I/BCM-C-2.03-v0.pdf
https://hs.onramp.dot.ca.gov/downloads/hs/files/SM-Chapter-01.pdf

e. Assist District Construction Safety Coordinators (District CSCs), Construction
Engineers, and Resident Engineers in preparing safety topics of discussion as
necessary and as requested.

2. SC supervisors:
a. Ensure SC employees complete ACSR training and monitor for compliance.
b. Attend the ACSR training.

c. Discuss ACSR training with your employees.

o

Monitor SC employees for compliance.

e. Notify SC managers of SC employee non-compliance; take action to attain
compliance as necessary.

f. Notify SC managers of problems with, or improvements, which can be made to ACSR
training.

g. Coordinate with District CSCs to address SC-specific topics for the ACSR training.

h. Throughout the year, collect pictures, questions and lesson learned for safety related
topics from SC employees. Use the collected information to develop additional SC-
specific ACSR training.

1. Assist and coordinate with District CSCs, Construction Engineers, and Resident
Engineers in preparing safety topics of discussion as necessary and as requested.

3. SC managers:

a. Secure the assistant of the SC Headquarter Training Engineer (SC HQTE) for the
development of safety specific training materials if necessary.

b. Attend the ACSR training.

c. When time permits, attend the introduction of as many ACSR training classes as
possible.

d. Monitor SC employees and SC supervisors for compliance, take action to attain
compliance as necessary.

e. Evaluate ACSR training, make suggestions for improvements as needed, and provide
them to the SC HQTE and CSC.

4. SC HQ Training Engineer (Professional Development):

a. Compile questions and comments throughout the year and make them available for
discussion during ACSR training.

b. Assist with course content revisions as necessary to reflect new laws, rules, and
specification changes.

c. Coordinate with SC Managers to include specific items they would like addressed in.
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d. Revise and finalize training to be distributed. Send a copy of the ACSR training
curriculum to SC Top Management prior to presenting to get comments.

Track SC field staff regarding completion of ACSR training.
Verify training budget and help resolve issues that arise regarding training charging.

Assist in communicating class schedule.

5 @ oo

Assist where necessary to find training facilities.

Process Outputs

1. SC field staff receive ACSR training.
a. Customers: SC field staff, SC Top Management, District, and Public.
b. Customer Expectations:
i. Increased knowledge and awareness of construction safety issues.

ii. Increased consistency statewide in construction safety training.
iii. Focused structure safety training for SC staff.
iv. Timely distribution of updated Cal/OSHA changes.
v. Having staff with a better awareness of construction safety issues.

vi. Increased construction safety knowledge should lead to less accidents and
better partnering with the Contractor on safety issues.

vii. Satisfy requirements of Caltrans IIPP.
2. Satisfy the requirements of the Caltrans IIPP:
a. Customers: SC Top Management, District.

b. Customer Expectations: Understand and carry out the requirements of the
Caltrans IIPP.

3. Reminded personnel of construction safety issues annually:
a. Customers: SC field staff, SC Top Management, District.
b. Customer Expectations:
i. Increased knowledge and awareness of construction safety issues.
ii. Increased consistency statewide in construction safety training.
iii. Focused structure safety training for SC staff.
iv. Timely distribution of updated Cal/OSHA changes.

v. Having staff with a better awareness of construction safety issues.
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vi. Increased construction safety knowledge should lead to less accidents and
better partnering with the Contractor on safety issues.

4. Staff increased awareness of safety issues:
a. Customers: SC field staff, SC Top Management, Districts.
b. Customer Expectations:
1. Increased knowledge and awareness of construction safety issues.
ii. Increased consistency statewide in construction safety training.
iii. Having staff with a better awareness of construction safety issues.

iv. Increased construction safety knowledge should lead to less accidents and
better partnering with the Contractor on safety issues.

Attachments

None.
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Revision and Approval

Revision

Date Nature of Changes Approved By

0

05-30-2018 | Original issue. Steve Altman

Click here for previous versions

Background

This process establishes roles, responsibilities, and procedures for Structure Construction (SC)
employees exposed to an animal habitat in the course of their duties from an employee safety
perspective.

Animal habitat is usually addressed during project development, with mitigation plans included
in the contract documents. However, there may be circumstances where animal habitat is
unanticipated and needs to be addressed during the construction contract.

Process Inputs

1. Job site conditions.

Presence of an animal.

2
3. Presence of animal waste.
4

Presence of an animal dwelling.

Procedure

1. Procedure for dealing with an animal within the job site:

a. Stay out of the animal’s way to not be harmed by it, or to harm the animal.

b. Allow for the animal to leave on its own.

c. Inform the Structure Representative (SR) or Resident Engineer (RE) of the
occurrence; it may be possible the animal is protected as a threatened or endangered
species. Refer to BCM 14, Environment Stewardship.

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL VOLUME I

PRINTED COPIES FOR EXTERNAL DISTRIBUTION ARE UNCONTROLLED



https://dschq.dot.ca.gov/sc_manuals/construction_records_and_procedures_vol_I/BCM-C-2.02-v0.pdf

d. If the animal does not leave, notify the SR who will inform the RE.

€.

The RE will contact the local animal control agency to relocate the animal. If the
animal is on a threatened or endangered list, the project’s biological monitor may be
notified by the RE.

Monitor the area to confirm the animal does not return to the job site. If it does, the
local animal control agency and/or biological monitor may need to be contacted
again, and a different approach may be required.

2. Procedure for dealing with an animal dwelling:

a.

Notify the RE to verify the dwelling or the animal is not protected by a state/federal
threatened or endangered list. Refer to BCM 14, Environment Stewardship.

If the animal and its habitat are not protected by state or local authorities, the RE will
coordinate with the Contractor to remove the habitat in a manner that is safe to the
workers. If the animal is protected, the RE will contact the biological monitor
assigned to the project. Further actions will be per the RE’s instructions with the help
of the biological monitor.

Monitor the area to confirm the animal does not return to re-establish the dwelling. If
the dwelling is being re-established, notify the SR who will inform the RE again.

3. Procedure for dealing with animal waste: Refer to Safety Manual, Chapter 22, Disease
Protection, and Attachment 1, Animal Habitat.

a.

b.

Stay clear of the area until it is cleaned.

Contact the SR who will inform the RE. The Contractor will be notified to clean the
animal waste prior to accessing the area.

Process Qutputs

1. No incidents with animals.

a.

Customers: District, Contractor, SC Employees, Wildlife Protection Agencies (State
and Federal).

Customer Expectations: Maintain a job site free of dangerous encounters with
animals.

2. Project area clear of animal habitat, or animal habitat is protected (depending on
endangered status).

a.

Customers: District, Contractor, SC employees, Wildlife Protection Agencies (State
and Federal).

Customer Expectations: Maintain a job site free of animal habitats to prevent the
spread of infectious diseases.

3. Project area clear of animal waste.
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a. Customers: District, Contractor, SC employees.

b. Customer Expectations: Maintain a job site free of animal waste to prevent the spread
of infectious diseases.

Attachments

Attachment No. 1, Animal Habitat.
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Animal Habitat

Structure Construction (SC) employees should be aware of the potential hazards associated with
the presence of various animals on projects. Mammals such as coyotes or bats may have rabies,
and snakes could be poisonous. Bat guano, bird manure, and other animal waste can serve as a
breeding space for harmful fungi and bacteria and should be removed from the workspace by the
Contractor prior to starting work. For additional information, refer to the Caltrans Safety and
Health Manual, Chapter 22, Disease Protection.

Existing structures often serve as habitat for bats and birds. In the event that a project involves an
existing structure, part of the constructability review process would include noting the presence
of animal habitat and including cleanup as part of the environmental clearance.

The National Institute for Occupational Safety and Health provides a pamphlet, Histoplasmosis —
Protecting Workers at Risk, describing the dangers associated with animal waste. It also offers
guidelines for safely removing the waste, including the use of a respirator.

A new section for Animal Habitat will be added to the new SC Supplement Code of Safe
Practices.
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Peer Defusing and Grief Counseling

Revision and Approval

Revision | Date Nature of Changes Approved By
0 08-30-2019 | Original issue. Richard Foley

Click here for previous versions

Background

This process establishes Structure Construction (SC) roles, responsibilities, and
procedures for seeking out peer defusing and grief counseling when a death, serious
injury, hostile workplace incident, or other traumatic or stressful incident occurs in the
workplace.

Caltrans policies for Peer Defusing and Grief Counseling are in:

1. Caltrans Safety and Health Manual, Chapter 19, Special Reporting of Serious
Injury, lliness, or Fatality

2. Employee Assistance Program (E.A.P.)

Prior to reviewing this Bridge Construction Memo (BCM), it is essential to review any
policy documents referenced above. The information in the policy document(s) typically
will not be repeated in the text of this BCM.

Process Inputs

1. Serious injury or death occurs in the workplace
2. Hostile workplace incident
3. Any other traumatic/stressful incident occurs in the workplace
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Procedure

1. All work associated with this process is charged as Overhead.
2. SC Staff:

1. All SC staff may seek grief counseling or peer defusing after a death, serious
injury, hostile workplace, or other traumatic or stressful event in the workplace
by:

i.  Contacting the supervisor.

ii. GotoEmployee Assistant Program (E.A.P.) for information.

iii.  Additional Resources: Coping with Grief and Loss, Resources for
Handling Traumatic Events.

2. SC Supervisors:

a. Inform SC manager that a death, serious injury, or other traumatic or stressful
event has occurred.

b. Contact Critical Incident Stress Management (CISM) team member to discuss
the need for/request a Peer Defusing session for affected staff.

c. Contact CalHR District E.A.P. Coordinator and request grief counseling for
affected staff.

d. Contact the District Construction Safety Coordinator.
e. In case of Line of Duty Death:

i. Referto the Caltrans Safety and Health Manual, Section 19-2, Action for
Fatalities.

i. Health and Safety links has additional information on Line of Duty Death.

f. Proactively look for decreased staff productivity or morale after:
i.  Serious injury or death occurs in the workplace.
ii. Hostile workplace incident.
iii.  Any other traumatic/stressful incident.

g. After detecting a need for peer defusing or grief counseling, the supervisor
reviews the Calfrans Safety and Health Manual, Section 19-5.2, Employee
Assistance Program, and when appropriate, may:

i. Recommend grief counseling or peer defusing:
1. To arrange, contact the District Construction Safety Coordinator.

2. Go to E.A.P. for information.
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i. Remind employee of E.A.P. availability and refer staff to E.A.P. as
necessary.

iii.  Temporarily add staff to assist affected projects.
iv. Reassign affected employees as necessary.
v.  Continue to monitor employee morale and productivity.

h. Document actions taken.

i. Ensure proper documentation of the employee’s request for grief counseling or
peer defusing while ensuring that employee confidentiality is maintained.

j- Verify/follow up that the employee’s needs were met and continue to provide

support through available functional supports and services such as CISM
Program Team Member.

k. For additional information, see:
i. BCM B-1.13, SC Employee Accident and Injury Reporting.

i. BCM C-2.09, Investigating and Reporting Accidents in Construction
Zones.

iii.  Director’s Policy DP-18, Workplace Violence Prevention.

|. Additional resources: \What Do | Do First?, CalHR Supervisors Handbook, HQ
Health and Safety Contact List

4. SC Managers:

a. Proactively look for decreased employee productivity or morale after:
i.  Serious injury or death occurs in the workplace.
i. Hostile workplace incident.
iii.  Any other traumatic/stressful incident.

b. Verify and ensure that SC Supervisors have offered/recommended grief
counseling or peer diffusing after a serious incident in the workplace to
employees.

c. Verify that proper documentation is being kept by SC Supervisor.
d. Utilize E.A.P. as a management tool, when appropriate.

e. Request the assistance of the Deputy Division Chief of SC when necessary.

Process Outputs

1. Peer Defusing and/or grief counseling sought
2. Documentation
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Attachments

None
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SC Personnel Assignment
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Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures for
(1) assigning SC employees to projects or office assignments and (2) what SC employees must
do when reporting to a new assignment.

Process Inputs

1. Advertisement of construction project with structure work.
2. Project structure construction support resources established in VISION.

3. Emergency or Director’s Orders requiring SC involvement.
Procedure

1. Area Construction Manager (ACM) or Bridge Construction Engineer (BCE)
uses VISION to assess project construction support resources for SC and make project
staff assignments as needed.

2. SC staff receives verbal notification of assignment from BCE, followed by an email
assignment via WEAT.

3. SC staff complete the necessary notification forms and transmits them to the appropriate
parties:

a. Structure Representative:

e Form SC-0101, Job Assignment Information —to METS field offices in
Sacramento, Vallejo, and Los Angeles.
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Form SC-0102, Change of Address for Check Disbursement — to SC headquarters
(HQ).

Form FA-0205A, Authorization to Use Privately-Owned Vehicles on State
Business — to the BCE (link to future BCM B-4.04).

Form FA-1350, Long Term Assignment (LTA) Information and Certification of
Subsistence Rates — to the BCE (link to future BCM B-4.01).

Form CEM-6003, Progress Pay Estimate Project Initiation or Update — to the
Resident Engineer (RE) (link to future BCM C-4.07).

b. Assistant Structure Representative

Form SC-0102, Change of Address for Check Disbursement —to SC HQ.

Form FA-0205A, Authorization to Use Privately-Owned Vehicles on State
Business — to the BCE (link to future BCM B-4.04).

Form FA-1350, Long Term Assignment (LTA) Information and Certification of
Subsistence Rates — to the BCE (link to future BCM B-4.01).

c. Resident Engineer, Resident Engineer/Structure Representative:

Form CEM 0101, Resident Engineer’s Report of Assignment — to distribution list
on form CEM 0101.

Process Outputs

1. Form SC-0101, Job Assignment Information.

el

Form SC-0102, Change of Address for Check Disbursement.
Form FA-0205A, Authorization to Use Privately-Owned Vehicles on State Business.
Form FA-1350, Long Term Assignment (LTA) Information and Certification of

Subsistence Rates.

9]

Form CEM-6003, Progress Pay Estimate Project Initiation or Update.

6. Form CEM 0101, Resident Engineer’s Report of Assignment.

Attachments
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Backqground

This process establishes Structure Construction (SC) roles, responsibilities, and
procedures for the preparation, review, and concurrence of change orders for structure
work on field construction projects. This applies to all change orders whether they are
initiated in the field or by the designer.

Caltrans policy for change orders is in the:

1. Construction Manual, Section 5-3, Change Orders.
Prior to reviewing this Bridge Construction Memo (BCM), it is essential to review any

policy documents referenced above. The information in the policy documents typically
will not be repeated in the text of this BCM.

Process Inputs

1. An occurrence on the project requiring a change to the contract documents such
as:

a. A plan conflict, unknown as-built or field condition, or situation.

b. A Designer of Record request, a contractor request, or public or private
agencies request.

c. Division of Construction, Construction Procedure Directives (CPDs).

Procedure

1. All work associated with this process is charged as Project Direct-Construction.
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2. SC Structure Representative (SR) and/or Assistant Structure Representative
responsibilities include:

a. Review the need for a change order (CO) based on:

i.  An unknown as-built or field condition, issue, occurrence, or situation at
the job site.

ii. Review of contract documents for plan conflicts.

iii.  An established need or reason for a change order.

iv. Additional item(s) requested by the Designer of Record.

v. Request for Information or Potential Claim Record from the contractor.

b. SR will determine if “prior authorization to proceed” is needed per the
Construction Manual, Section 5-311C, Prior Authorization to Proceed.

c. SR will discuss SC findings with the Resident Engineer, the Bridge
Construction Engineer (BCE), and/or the Area Construction Manager.

d. SR will review Caltrans’ original agreement with the contributing agency for
locally funded state highway projects to verify the changes are within scope of
the agreement.

e. Determine whether the proposed change requires input from the Designer of
Record:

i.  For changes that require a change to the contract documents:

1. Discuss the proposed change with the Designer of Record and come
to an agreement on the basis and scope of the change.

2. Verify the Designer of Record and/or Specification Engineer generates
and submits the change order package (revised contract documents,
revised cost estimates, and Form SC-4902, Request for Change
Order) to the SC HQ office. The SC HQ office reviews the change
order package, and, if concurs, sends the change order package to the
Structure Representative.

3. Include the change order package with the initial draft change order.

i. Forchanges that do not require submittal from the Designer of Record or
Structures Specifications:

1. Obtain SC concurrence from the BCE via Form SC-4901, SC
Concurrence for Change Orders Involving Structure Work.

f. Determine the terms of the change order with the contractor.

g. Complete the initial draft change order and change order memorandum using
Form CEM-4900, Change Order, and Form CEM-4903, Change Order
Memorandum, and:
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h.

k.

Establish and file cost estimate data associated with the change order.
Complete a time impact analysis to justify any time adjustment.

Include names and correspondence of persons who concur with the
change order on the change order memorandum.

Provide the initial draft Form CEM-4900, Change Order, and Form CEM-
4903, Change Order Memorandum, to the Resident Engineer.

Assist the Resident Engineer to finalize Form CEM-4900, Change Order, and
Form CEM-4903, Change Order Memorandum, and gain approval of the
change order from/through District construction office/HQ as specified in the
Construction Manual, Section 5-311A, Division of Construction Approval.

Review the change order for accuracy and design intent before it is sent to
the contractor for review and timely response.

Discuss and distribute the change order to Assistant SRs and stakeholders.

SC Supervisor will:

a.
b.

Review with the SR on the need for change order for structure work.

Review and provide change order concurrence via Form SC-4901, SC
Concurrence for Change Orders Involving Structure Work, or Form SC-4902,
Request for Change Order.

SC Manager will:

a.

Review and provide change order concurrence via Form SC-4901, SC
Concurrence for Change Orders Involving Structure Work, or Form SC-4902,
Request for Change Order when requested.

Document all discussions pertinent to this BCM, in the Daily Reports per BCM C-
4.04, Daily and Weekly Reports.

File all change order documents and Daily Reports in the appropriate category in
the project records as specified in the Construction Manual, 5-102, Organization
of Project Documents.

Process Outputs

1.

Draft change order and change order memorandum.

2. Completed Form SC-4901, SC Concurrence for Change Orders Involving
Structure Work and Form SC-4902, Request for Change Order:

None
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Obtaining Electronic Contract Plan Files

Revision and Approval
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Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures for
obtaining electronic contract plan files from the project designer. It is important to note that the
signatures, seal information, names, and plan sheet border will be removed from the contract
plan drawings prior to release. The released electronic contract plan files will not be considered
as contract plan sheets. Final As-Built corrections must be prepared on the contract plan sheets.

Electronic contract plan files should only be requested for drafting purposes to prepare Change
Orders, Value Engineering Change Proposals, As-Built corrections, and any other construction
support operations (e.g., falsework layout, 4-scale, etc.). Requests to use electronic contract plan
details for other reasons than stated above will only be approved on a case-by-case basis.

Process Inputs

1. Contract approval.
2. Contract administration document needs.

3. Contractor request for electronic project files.
Procedure

1. Review Structure Policy & Innovations Memo to Designers, MTD 1-16, Release of
Structure’s Electronic Contract Plan Files (After Award), for general information on the
release of electronic contract plan files.

2. Confirm with the Structure Project Engineer or Design Oversight Engineer for externally
funded projects the software type required to edit the electronic contract plan files and
verify your computer is equipped with it. Contact HQ-IT to install software if necessary.
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If electronic contract plan files are requested by the contractor, advise them of the type of
electronic contract plan files that will be released.

3. Submit (Structure Representative) written request to the Structure Project Engineer and
cc the Branch Chief for in-house design, or Design Oversight Engineer for externally
funded projects and provide the following information:

Y our name.

Office address.

ISR

Phone number.

a o

Email address.
Project Identification or Contract Number.
Reason for requesting the electronic contract plan files.

Bridge Number(s).

= @ oo

Contract Drawing Sheet Name.

—

Contract Drawing Sheet Number.

Process QOutputs

1. Electronic contract plan files.

Attachments
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Notice of Change of Structure Clearance or Permit Rating
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Background

This process establishes Structure Construction (SC) roles, responsibilities, and procedures for
obtaining and reporting an impending, temporary, or permanent change of structure clearance or
permit rating.

The change in clearance or permit rating of a structure can affect the issuance of transportation
permits and the routing of oversize and overweight vehicles. The notification procedures for
changes in the clearance or permit rating of a structure are addressed in the

Caltrans Construction Manual, Section 3-703, Public Safety. The clearance changes addressed
by Section 3-703 are not limited to bridge structures, but also include the clearance changes
caused by the installation or modification of sign structures. The procedures within this process
apply to any changes in existing clearances or permit rating, even if the resulting clearance or
permit rating satisfies legal clearance or load limitations. The timely reporting of this information
on a statewide basis is essential to maintaining the accuracy of the clearance and permit rating
database and ultimately the safety of the traveling public.!

Process Inputs

1. A physical object (permanent or temporary) encroaching toward or over the traveled
roadway.

2. Theoretical vertical and horizontal clearances from authorized falsework shop drawings
as stated in Caltrans Falsework Manual, Section 8, Traffic Openings.

3. Changes to a bridge’s permit rating specified in the Contract Special Provisions or by the
designer.

Procedure

! Deputy Directive 57, Route Information for Oversize and Overweight Vehicles.
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1. Review the contract documents for potential temporary and permanent impairments to
the travelled way:

a. Temporary and permanent impairments to the travelled way include impairments to
clearances and changes in permit rating.

b. Typically, these involve construction of overhead sign structures or falsework for
permanent structures. However, this can also include less common items, such as
temporary containment systems for bridge painting or substructure rehabilitation
work requiring a temporary permit load reduction.

Refer to BCM 8-1.0, Railroads, for temporary construction clearances and notifications
for railroads.

2. Discuss Transportation Permits Branch (TPB) notification protocols with the Resident
Engineer (RE).

3. Discuss requirements for temporary impairment notifications at the preconstruction
conference and with the Contractor as situations arise.

4. For temporary impairments to the travelled way:

a. Upon receipt of falsework shop drawings or other submittals that temporarily impair
the travelled way:

e Estimate the impending clearance.

e Complete form TR-0019, Notice of Change in Clearance or Bridge Weight
Rating, TR-0020, Notice of Change in Vertical or Horizontal Clearance, or TR-
0029, Notice of Change in Clearance or Bridge Weight Rating, as appropriate.

e Notify TPB at least 15 calendar days prior to construction of the impairment.

e Notify the affected agency in writing if the clearance change is on a local
jurisdiction roadway.

e Take appropriate action if the measured clearance is less than that previously
reported.

b. Upon construction of the temporary impairment:
e Verify actual dimensions of clearance.
e Update form TR-0019, TR-0020, or TR-0029.
e Notify TPB.

c. Notify and RE when a temporary impairment is removed when applicable.
5. For permanent impairments to the travelled way:
a. Follow procedure for construction of the temporary impairment (Step 4b).
b. Send form(s) for permanent changes in impairments to SC HQ
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6. For temporary changes of bridge permit rating specified in the Contract Special
Provisions or by designer:

a. Notify RE in writing and the Bridge Rating Engineer (BRE) fifteen days before
implementing proposed bridge permit rating changes

e Complete form TR-0019 or TR-0029 as appropriate.
e Notify TPB.

b. Notify RE in writing and the BRE within 3 days of rescinding the temporary bridge
permit rating.

7. For permanent changes of bridge permit rating specified in the Contract Special
Provisions or by designer:

a. Notify RE in writing and the BRE fifteen days before implementing proposed bridge
permit rating changes.

e Complete form TR-0019 or TR-0029 as appropriate.
e Notify TPB.

8. Place a copy of all notification forms in the project records.

Process Outputs

Completed form TR-0019, TR-0020, or TR-0029.

Attachments

None
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Bridge Deck Contours and Geometrics

Revision and Approval

Revision Date Nature of Changes

Approved By

0 04-22-2019 | Original issue. Steve Altman

Click here for previous versions

Background

This process establishes Structure Construction (S.C.) roles, responsibilities, and

procedures for obtaining and completing bridge deck contour plots.

Bridge deck contours and geometrics are provided by Structure Design for new bridges.
Bridge deck contours for bridge widenings and partial deck replacements are developed

by S.C. field staff.

Process Inputs

1. Assigned to project with new bridges, bridge widenings, or partial
replacements.

2. Resident Engineer (R.E.) Pending File.

3. Contours are requested by the Contractor.

Procedure

deck

— Construction

1. All work associated with this process is charged as Project-Direct
2. Inspection of field work for this process is: Benchmark
3. S.C. Staff:
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a. Review contract plans to determine if your project has new bridge structures,
bridge widenings, or partial deck replacements.

b. For new bridges, verify two full sized “4-scale” copies of the deck contour
plots were included with the R.E. Pending File sent from the S.C.
Headquarters in Sacramento.

i.  Contact the Design Engineer to request additional copies or electronic
copies.

ii. Contact S.C. Office Associate if deck contour plots were not included in the
R.E. Pending File.

iii.  Verify the deck contour plot is correct. If necessary, return to Structure
Design Engineer for correction. See S.C. Bridge Construction Survey
Manual, Chapter 3, Deck Contour Sheets.

iv.  Check deck contour plot against the final finish grade profiles and the
superelevation diagrams shown in the roadway plan sheets. If there are
discrepancies between district and structure profiles, notify the RE that
discrepancies exists and facilitate correction. See Bridge Deck
Construction Manual, Chapter 4, Grade Control, Screeds and Bulkheads.

v. After a detailed check of the plan dimensions and grades, errors and
conflicting dimensions corrected, make copies of the deck contour plots
available to the Contractor.

c. For bridge widenings and partial deck replacements, deck contour plots are
not provided by Structure Design. They are developed by S.C. staff.

i.  Perform bridge construction survey.

1. If the Contractor is unable to provide traffic control, contact
Maintenance forces for assistance.

i. Review as-builts for existing structure, including existing bridge deck
contours when matching to or replacing existing structures.

iii. Prepare deck contour plot.
1. Hand-draw bridge deck contour plots on the job.
2. Request a plot from the Design Engineer after providing the following:

a. A topographic survey with points recorded every 10 feet along the
saw-cut line with at least one more point taken transverse to the
saw cut line to approximate the existing cross-slope.

b. A hand-plotted, profile grade along the saw-cut line, using a best-fit
line or curve.

c. Shots taken at the beginning of bridge (B.B.) and the end of bridge

(E.B.).
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d. A few points taken off the structure, at either end, to help fit existing
conditions.

i.  Points should be stated in relation to station, offset (right or left),
and elevation.

ii.  Communicate with the Design Engineer to work out the best fit for
any cross-slope discrepancies. (As-built versus as-designed)

3. Make copies of the deck contour plots available to the Contractor.
4. S.C. Supervisors:
i.  Provide tools and equipment to complete deck contour plot.

i.  Provide training and resources as necessary for timely completion of deck
contour plot for bridge widening.

Process Outputs

1. Bridge Deck Contour Plot for Bridge Widenings and Partial deck replacements.
2. Bridge Deck Contour Plot for New Bridges.

None
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Background

This process establishes Structure Construction (S.C.) roles, responsibilities, and
procedures for completion and submission of contract plan as-built changes.

Once submitted to S.C. Headquarters, as-built changes are recorded and transmitted in
accordance with the provisions of the S.C. Project Management Branch Desk Manual.

Accurate, detailed, and informative as-builts are essential for the design and
construction of future rehabilitation and/or demolition projects.

Additional unique requirements for as-builts:

e Building projects are detailed in Bridge Construction Manual (B.C.M). 99-01000-
1.10, Building Construction — As-Builts.

e Local Agency projects are detailed in B.C.M. D-1.04, Administration of Local
Agency Projects.

Process Inputs

1. Issuance of contract plans that include structures work.

2. Authorized deviations from the original contract plans.
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3. Authorized change orders that alter the structure plans.

Procedure

1. All work associated with this process is charged as Project-Direct — Construction.
2. S.C. Staff:

a. Before construction begins:

i.  Procure a complete set of structure plans that will be used as a working
set to document as-built changes.

b. During construction:

i.  Accurately document Change Order (C.O.) work affecting structure work
on designated as-built structure plans. If new structure plan sheets have
been provided for a C.O., insert the new plan sheets into the as-built plan
set in front of the plan sheet it is replacing. On the plan sheet being
replaced, strike through the sheet and specify that the sheet is replaced by
sheet xxxRx.

ii.  Accurately document completion of as-built changes on designated
working set of structure plans continuously as work is completed with red
pen or red pencil.

iii.  Accurately record necessary supplemental information on as-built
structure plans per the requirements of Attachment 1 — Generation of As-
Built Plans.

c. Following construction:

i. Stamp completed as-built plans with as-built stamp and fill in required
information.

ii.  Submit as-built plans to S.C. headquarters (H.Q.) in Sacramento no later
than 30 days after completion of structure work per Attachment 1 —
Completion of As-Built Plans.

iii.  Verify in VISION that S.C. headquarters has received the as-built plans.
3. SC Supervisors:
a. During construction:

i.  Verify and document Structure Representatives and Assistant Structure
Representatives are progressively recording as-built changes on
designated working set of as-built plans. Document on Form S.C.-6301,
Project Record Review.

b. Following construction:
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i.  Verify in VISION As-built structure plans have been submitted to SC
headquarters. If they have not been received contact the S.C. H.Q. Office
Associate.

Process Outputs

1. As-built structure plans

Attachments

1. Attachment 1 - Completion of As-Built Plans
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Completion of As-Built Plans

Structure Construction (SC) is responsible for the preparation of as-built structure plan
sheets as specified in the Construction Manual, Section 5-104D(2), Procedure on As-
Built Plans for Bridges and Structures. Past practice required as-built drawings to be
completed on full-sized (22" x 36") plan sheets. It is no longer necessary to provide as-
built drawings on full-sized sheets. Full-sized plan sheets may be used; however, it is
acceptable to use half-sized (11" x 17") sheets. Regardless of the sheet size used, it is
imperative that all red-lined changes are legible. Some changes may require additional
sketches to be attached to clearly show the details of the change.

All changes in dimension, elevation, detail, etc. must be shown on the as-built plans.
The change order number shall be shown where applicable.

All corrections must be made in red ink or in red pencil. This is necessary so that the
corrections can be easily distinguished on the as-built drawings. Superseded data
should be lined out. Do not eradicate original figures, nor make corrections over them.
Extensive changes, which cannot be shown clearly on the as-built plan, should be made
on a new tracing and inserted into the as-built plan set.

The as-built plan sheets should be stamped “As-Built” with the as-built stamp. Each
sheet will include the following identifying information: District, County, Post Mile,
Contract Number, Change Order Number, Bridge Number and Name, Sheet Title
(general description of change), name of person who designed change, name of person
who checked design, date, and the signature and license number of the responsible
registered engineer. Normally, if extensive changes are made, Structure Design will
provide revised or supplemental plan sheets.

Where revised, supplemental, or additional plan sheets have been furnished by
Structure Design, use these plan sheets to record as-built changes. See Bridge Design
Details 1-20, Revisions to Contract Plans. Revised plan sheets will replace the original
plan sheet; however, while as-built plans are in progress, the original plan sheet is kept
with the as-built plans, and lined through with a note that states “superseded by plan
sheet R1”; if plan sheet R1 is replaced by plan sheet R2, plan sheet R1 is kept with the
as-built plans, lined through with a note that states “superseded by sheet R2”, etc.
Supplemental and additional plan sheets should be added to the master as-built plan
set.

If no changes are made to a plan sheet, state, “No As-Built Changes”, in red ink or red
pencil, to eliminate any confusion.
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Completion of As-Built Plans

In addition to changes and corrections, the following supplemental information must be
shown on the as-built plans:

1.

Elevation and location of all permanent reference points. If possible, show this on
the bridge general plan. (Refer to the Bridge Construction Records and
Procedures Manual, BCM C-5.01, Permanent Reference Elevations of the for
additional information relative to permanent reference elevations.)

For all bridges over a highway, street, or railroad, show the minimum vertical
clearance above the roadway surface or top of rail. (See the last paragraph of
this section for additional information.)

For stream crossings, show the approximate dimension from the bridge soffit to
the deepest part of the channel.

For structures on pile foundations, show the type of pile and average tip elevation
for each bent or footing. At locations where variations in penetration are extreme
(greater than 10% of the average penetration) show the highest and lowest tip
elevation as well as the average. Show this information on the bridge General
Plan (GP) sheet.

For footings with seal course, show the horizontal dimensions of the seal course
(on the GP plan view). Show the bottom elevation of the seal course if different
than planned (on the GP elevation or typical section). At footings designated to
have a seal course and where no seal course is placed, make a note that “No
Seal Course Was Placed.” This information is important for future widening or
any future retrofit scheme that would involve footing work.

For footings that are poured neat, indicate and draw outline of neat pour. This
information is important for work involving the existing footing.

Where a utility encroaches on a structure, it will be necessary to show the
following information on the as-built plans:

a. Description of the utility or utilities, i.e.; 24" Welded steel pipe or 2-4" ABS
Conduits.

b. Name of Owner, i.e.; Pacific Gas and Electric or Pacific Bell.
c. Location or distance right or left of centerline.

d. Show number of Encroachment Permit. This can be found in the project
records.

For structures with structural concrete, show the actual percentage of mineral
admixture (i.e. fly ash, silica fume) and actual average compressive strength in
each element of the structure on the “Concrete Strength and Type Limits” detail
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Completion of As-Built Plans

shown on the contract plans. See Figure No. 1, Concrete Strength and Type
Limits, for an example of the information that needs to be shown.

9. For reinforced concrete structures, show the exact location and type of all
reinforcing steel splices that are not placed in accordance with the contract plans
and specifications. If mechanical couplers are used, note the manufacturer and
model name. The splice location should be referenced to a known point on the
plans.

The Structure Representative (SR) should complete the as-built plans for structure work
and return them to the SC Office Associate in SC Headquarters (HQ) in Sacramento as
soon as possible after all structure work is finished on the project and no later than 30
days after completion of the structure. On contracts with more than one structure, all as-
built structure plans should be submitted together at the completion of structure work.
Each sheet of the as-built structure plans must be dated and signed by the SR. The
SR’s name should also be printed in cases where the signature is not legible. As-built
plans submitted by consultant SRs should include the name of their firm on the
“Corrections By” line of the stamp. Firm names may be printed by hand.

The preferred method of submission of as-built plans to SC HQ is by email. Email as-
built plans to sc.office.associates@dot.ca.gov and cc’ the Office Associate assigned to
your geographical area.

On contracts where pavement overlays are placed, or sign structures are erected, the
minimum vertical clearance might be changed on existing structures that may not be
part of the contract bridge work. Even if these structures are not detailed on the plans,
the SR must report the new permanent clearances to the Resident Engineer. The
notification procedures for changes in the clearance or permit rating of a structure are
addressed in Caltrans Construction Manual, Section 3-703, Public Safety, and in Bridge
Construction Records and Procedures Manual, BCM C-4.14, Notice of Change of
Structure Clearance or Permit Rating.

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM C-5.04
ATTACHMENT 1

04/22/19

PAGE 3 0F 4


https://des.onramp.dot.ca.gov/structure-construction-headquarters-staff
mailto:sc.office.associates@dot.ca.gov
https://des.onramp.dot.ca.gov/structure-construction-headquarters-staff
http://www.dot.ca.gov/hq/construc/constmanual/chapter3/sec3-7.pdf
http://dschq.dot.ca.gov/sc_manuals/construction_records_and_procedures_vol_I/BCM_C-4.14.pdf

Completion of As-Built Plans
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Figure No. 1, Actual Fly Ash Content and Actual Average Concrete Compressive Strength on As-
Builts
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Background

This process establishes Structure Construction (SC) Bridge Construction Engineer’s (BCE)
roles, responsibilities, and procedures for field review of temporary structures (falsework) prior
to loading.

Contractors design, construct, and maintain falsework to support state highway structures during
construction. The falsework must be safe and adequate, provide the necessary rigidity, support
the imposed loads, and produce a completed structure that conforms to the lines and grades
shown on the structure plans. Failure of falsework could be catastrophic. SC uses all contract
requirements, staff experience, and best engineering practices to prevent falsework failures.

Structure Representatives (SR)/Assistant Structure Representatives (ASR) review and authorize
the falsework shop drawings, inspect falsework for conformity to authorized plan, and verify that
the falsework is inspected and certified by the licensed engineer signing the falsework drawings,
or his representative, before concrete is placed. Refer to Bridge Construction Memo 120-5.0,
Field Review of Temporary Structures (Falsework). SC BCEs perform field reviews of falsework
as a second level of review of Quality Assurance (QA) prior to concrete placement.

Process Inputs

1. Authorized falsework shop drawings, highlighted to show elements inspected.
2. Falsework in place, ready for review prior to concrete placement.

3. Falsework punch list completed by Structure Representative.
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Procedure

1.

Verify that the authorized shop drawings (including railroad if applicable) have been
uploaded to VISION.

Schedule day and time to meet with the SR in the field to perform field review.

a. The best time to perform a review is after a field review of the falsework by the
Contractor’s falsework engineer or approved delegate.

Review authorized falsework shop drawings prior to performing the field review to get
familiar with the plans.

Verify the Structure Representative has coordinated with the Contractor to provide safe
access to the falsework for inspection. Use Caltrans Personal Protective Equipment (PPE)
and necessary equipment such as a tape measure, level, laser pointer, and binoculars.

Meet with the SR at the job site and discuss status of the constructed falsework.

a. Any current falsework issues?

b. What issues are being addressed?

c. Is there anything I need to know prior to performing the review?

d. Any last minute revisions? If so, when do we expect these revisions to be authorized?
Perform a global field review of the falsework. Things to look for include:

a. Falsework layout is consistent with the authorized plans.

b. Longitudinal, transverse, internal, and external stability.

c. Are bents plumb, etc.?

d. Things you can see from afar.

Perform closer review of each falsework bent and element (see Falsework Manual,
Chapter 9).

a. Look for consistency with authorized falsework shop drawings.

b. Visualize load path, from joists and stringers to pad. Check pad conditions and
footing protection from softening and undermining.

c. Check all connections.
d. Check the condition of each element.
e. Check for full bearing between each element (post to cap, cap to sand jack, etc.).

e Suggest having a laborer present during the review to shim gaps in the falsework
as the review is performed.

f. Check transverse and longitudinal bracing for that particular location.

g. Check for tale-tales.
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8. Check falsework cap buildup and bent stability of constructed falsework and compare to
authorized falsework shop drawing details.

9. Check falsework in special locations over or adjacent to roadways for conformity to the
requirement specified in Standard Specifications'.

10. Discuss any deficiencies and plans for resolution of them with the SR.

11. Send an email to the SR summarizing the BCE’s falsework review and any corrective
actions needed prior to the concrete pour. Document in your diary.

12. Confirm that the SR and ASR note in their daily reports that the BCE was on site and
performed a falsework review.

13. The Structure Representative will verify that the Contractor has corrected all the
deficiencies prior to the concrete pour and report to the BCE.

Process QOutputs

1. Stable falsework.

2. Completed BCE review of constructed falsework.
3. E-mail to the Structure Representative summarizing BCE review (non-conformance).
4. Daily Reports.

Attachments

12015 (SS) Section 48-2.02B(4), Special Locations.
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Introduction to the Bridge Construction Records and Procedures
Manual

Purpose

The Bridge Construction Records and Procedures Manual (BCR&P Manual) provides Structure
Construction (SC) personnel with key information and instructions to guide and assist them in
performing their duties.

Background, Scope and Format

The first reported use of the BCR&P is by Jim Roberts in 1964. It was a time when bridge
contracts were separate from the road contracts and the BCR&P Manual provided field staff with
guidance for administering a field office and construction projects.

The BCR&P Manual provides SC specific contract administration, policies processes, general
procedures, structure representative responsibilities and expectations, technical guidance and
specification interpretation. The BCR&P Manual includes information that compliments the
information in the Construction Manual and other SC Technical Manuals'.

Information for the BCRP Manual is organized in two volumes:

e Volume I includes information and instructions related to administrative responsibilities.
Included are procedures and guidance for documenting, reporting and recording
construction operations.

e Volume II includes information, instructions and reference material related to technical
aspects of structure construction operations.

Both volumes are divided by subject matter into numbered sections. Each section contains:
o A Table of Contents.

e Bridge Construction Memos which are referred to as BCMs.

e Bridge Construction Bulletins which are referred to as BCBs.

e Commentary to a section of the Standard Specifications.
Revisions

Revisions are accompanied by a Change Letter that provides instructions to delete, revise or add
new content to the manual, and a description of the change made. The Change Letter has the
following naming convention: Change Letter Volume Number-Year-Change Number. For
example:

' SC Technical Manuals are located @ http://des.onramp.dot.ca.gov/structure-construction/structure-construction-
technical-manuals
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o Change Letter 1-2015-#02 informs the reader that this is the second revision in the year
2015 for BCR&P Manual, Volume 1.

e Change Letter 11-2016-#01 will be the first revision in the year 2016 for BCR&P Manual,
Volume II.

The Table of Contents for a section is revised each time a revision, addition and/or deletion is
made to a section.

Bulletins are issued to revise or add information quickly that may be temporary or may need to
be revised in the near future or expire. They are identified as a “BCM” with a *in the Table of
Contents denoting that the BCM is a Bulletin. Beginning in 2016, as new bulletins are issued,
they are identified as a “BCB”. Expiration dates, and superseded memo references, if
appropriate, will be included in the Bulletin title block area. Bulletins will be filed in accordance
with the following procedure:

e Bulletins are filed in the Manual section as indicated by the file reference location. For
example, Bulletin BCB 4-2.1 would be filed in Section 4, Control of Materials, in
Volume I and includes revisions or added information to Bridge Construction Memo 4-
2.0. The number “1” indicates that this Bulletin is the first bulletin that has been
distributed that supersedes or adds information to Memo 4-2.0. Bulletin BCB 124-1
would be filed in Section 124, Demolition, in Volume II and would be new information
for the Section.

Beginning 2014, as sections of the BCR&P, Volume 11, are revised the:
e Sections will be renumbered and renamed to align with the Standard Specifications (SS),
providing a uniform location for information related to any given topic.
e Information included will be a commentary, adding clarity to the SS.
e Information will be incorporated into the other appropriate Technical Manuals.
e Sections 100 and 105, were the first sections that were renumbered and renamed, as
follows:
e Section 105, Concrete — Place, Finish and Protect, was renamed to Section 51,
Concrete Structures.
e Section 100, Materials and Mixing, was renamed to Section 90, Concrete.

Section 51, Concrete Structures, is the first section to be issued as a commentary to the
SS.

Beginning 2014, as sections of the BCR&P, Volume 11, are revised the:
e Sections will be renumbered and renamed to align with the Standard Specifications (SS),
providing a uniform location for information related to any given topic.

Distribution

All revisions are sent by email to all SC staff. Concurrent with the email notification, SC’s
Technical Manuals on the Intranet are updated with all changes. The intranet location for the
Technical Manuals is:
http://des.onramp.dot.ca.gov/structure-construction/structure-construction-technical-manuals
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A print copy can be requested by completing form SC-0105, SC Manual Order Form and sent to
SC Manual Coordinator as specified on the form. This form is located in Section 16 of the
BCR&P Manual and via the link:
http://dschqg.dot.ca.gov/sc_manuals/construction_records_and_procedures_vol 1/16-
0.0_Forms/SC-0105.pdf

The BCR&P Manual is also available as a reference for Division of Engineering Services (DES)
personnel.

Errors or Omissions

Personnel are encouraged to report any errors or omissions discovered in the BCR&P Manual.
Reporting errors, omissions or suggestions should be sent to the email account, SC
Administration (osc.administration@dot.ca.gov).
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Structure Construction Headquarters Services

Current Structure Construction (SC) organization charts, phone lists, headquarters (HQ) staff
assignments, and timekeeper contact information are located on SC’s intranet at the following
address:

http://des.onramp.dot.ca.gov/structure-construction-headquarters-staff

Central email accounts and phone number have been established by SC HQ to efficiently
facilitate communication. Documents are forwarded to the appropriate recipient(s). Each contact
serves a specific function as listed below. Most accounts are monitored on a daily basis.

Services Contacts
Transmittal (from SC Field Staff) of: SC Administration central email
e ACM Bi-Monthly Reports. account: osc.administration@dot.ca.gov

Parking pass requests.

Phone Bridge Reservation requests.
Request to change a headquarter address.
Request to add a consultant for WEAT
assignments.

e Personnel documents that do not require

a “wet” signature:

e Change of Address forms.
Emergency Notification forms.
Excess Leave Reduction plans.
Long Term Assignment form (form
FA-1350).

e Safety Documents — Accident
Reports.
e Training Certificates/Documents.
Transmittal (from other Caltrans staff) of:
e Type Selection Meeting invites.

Transmittal (from SC Field Staff) of: SC Office Associates central email account:
e Constructability Review comments to the | SC.Office.Associates@dot.ca.gov
Designer.

e Notification of Structure Maintenance
upon Structure Completion per BCM 9-
9.0.

e Project records:

e As-Built Plans.

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL VOLUME [
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e C(Certification of Materials.
e Joint Movement Calculations.
Services Contacts
Transmittal (from SC Field Staff) of: ...
continued

Permanent Vertical Clearance.
Pile Driving Records.
Progress Schedule.
Report of Completion for Structures.
Shop Drawings.
e Unrecoverable Final Records.

Transmittal (from other Caltrans staff) of:

e (Constructability Review requests from

the designer.

e Change Order Requests

e PS&E Submittals
Structure RE Pending File questions.
Transmittal (from SC Field Staff) of PRSM SC Resources central email account:
issues related to Task Management: osc.resources@dot.ca.gov

e Add/Transfer ETC hours to units.

e Assign and Remove units from Task
275.
Expenditure Reports.
PRSM/VISION Questions.
SCIMS login problems.
Task 275 close-out.
Task 275 Task Management edit
support.
e Time Charging.
e Update percent complete.
e Update Task 275 Start and Finish Dates.

Questions and Emergencies. SC Help Desk phone number:
(916) 227-7777
Intranet Current webmaster listed at the bottom of
site: http://des.onramp.dot.ca.gov/structure- the website
construction

BCM 3-1.0 Project Specific Documents Required to be Submitted to Structure Construction
Headquarters further details the requirements for the documents that are required to be submitted
to SC Headquarters.

The SC Help Desk is intended to provide improved phone access for field personnel with questions.
The SC Help Desk is continuously monitored during business hours of 0730 to 1600. Providing
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this service is not intended to circumvent the normal flow of communication up the chain of
command within each area. Typically, the normal flow would require the Structure Representative
to contact their Bridge Construction Engineer (BCE), then the BCE would contact the Area
Construction Manager (ACM). The flow keeps the BCE and the ACM aware of problems in their
areas and in a position to be aware of how problems are being handled or responded to on a
statewide basis. This permits SC to present a uniform position statewide. The SC Help Desk is for
questions and emergencies from SC personnel only.
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Relationship Between Office of Structure Construction and Districts

The Districts have overall authority and responsibility for contract administration. However,
technical control of structure work is the responsibility of the Office of Structure Construction,
who will assign a Structure Representative to each project to be responsible for the technical
control of the structure work. Additional Structure personnel will be assigned by the Office of
Structure Construction as required to assist the Structure Representative in carrying out the
responsibilities for the technical control of the structure work.

When requested by the District, an employee of the Office of Structure Construction, who is
acceptable to the District, may be assigned to act as the Resident Engineer on a project. Such an
assignment should generally be made when the project is predominantly structure work. When
an employee of the Office of Structure Construction is assigned as Resident Engineer, the
employee is both Resident Engineer and Structure Representative. As Resident Engineer, the
employee is responsible for the contract administration and, at the option of the District, may
also be given the responsibility for the technical control of the "roadwork". As Resident
Engineer, the employee reports to and acts through the District. As Structure Representative, the
employee is responsible for the technical control of the structure work and reports to and acts
through the Office of Structure Construction.

On some occasions, if requested by a District, an Office of Structure Construction employee may
be loaned to the District to act exclusively as the Resident Engineer on a project. In this event, if
the project has structure work, the Office of Structure Construction will assign another Structure

employee to act as Structure Representative.

Structure and District personnel will coordinate their operations so as to insure optimum use of
combined manpower.

Following are guidelines concerning the details of operation to be followed by personnel at the
project level.
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A. Personnel

All Structure employees are carried on Office of Structure Construction payrolls, and the Office
of Structure Construction will handle such matters as expenses, personnel processes, training,
etc., for Structure employees:

1.

Time Sheets: All Structure personnel, including those who are acting as District Resident
Engineers, will use their Structure source codes.

Structure Resident Engineers will recommend approval of the time sheets for Structure
personnel assigned to them. The Structure employee's first-line supervisor will approve
and sign the timesheet. Structure timesheets are to be received by the Office of Structure
Construction in Sacramento three days prior to the end of the pay period.

Expenses: Policy for Structure personnel, including those assigned as District Resident
Engineers, is based on provisions of bargaining unit contracts, Department of Personnel
Administration regulations, and Caltrans policy and will be administered by the Office of
Structure Construction on a uniform statewide basis.

The first-line supervisor of the Structure employee shall approve and sign travel expense
claims.

Performance Reports: The first-line supervisor of the Structure employee will be
responsible for preparing performance reports.

Disciplinary Action: The Office of Structure Construction will be responsible for the
discipline of Structure personnel.

Safety and Accident Reports: The Employee Safety Program for Structure personnel on
construction projects will be administered by the Districts. Accident Reports of Structure
field personnel will be evaluated by the District Safety Committees. For Structure
employees, the accident reports are to be forwarded to Sacramento as soon as possible.
Refer to Bridge Construction Records and Procedures, Volume I, Section 14 for more
detailed instructions.

Formal Authorization for the Total Project O.T.: This will always be a District function
since all projects will be District administered.

Authorization for Individual Structure Personnel to Work 0.T.: This will be determined
by the Structure Resident Engineer after consultation with the Bridge Construction
Engineer. In some instances savings may be accomplished by utilizing the same
employee for both road work and structure work.

Training: The Office of Structure Construction will provide specialized training while
also taking advantage of training offered by the Districts in areas where Structure
personnel are assigned. Certain Structure training courses will be made available to the
Districts when requested.

BRIDGE CONSTRUCTION RECORDS & PROCEDURES MANUAL BCM 2-1.0

05/01/95
PAGE2 OF 5




10.

To facilitate a more useful interchange of staffing at the project level, it is vital that every
opportunity be taken for cross training in those areas where interchange of personnel will
keep total staffing requirements to a minimum. In making maximum use of Structure and
District personnel, it is necessary that personnel be well qualified for their work
assignments.

Assigning People at Project Level:. Project personnel will be interchanged freely when
conditions require, such as when jobs are temporarily overstaffed or understaffed due to
workload variations. The total project staff is a team and should be utilized as such.
Before drawing on other sources for short-term staffing needs, full utilization of
personnel assigned to a project is to be practiced. In making such assignments, the
Resident Engineer will give due consideration to duties proper for the employee's grade,
as well as the responsibilities of Structure and District personnel for technical control of
work in their respective fields. However, no prolonged use of either class in the work of
the other is to be made. This means that a Structure employee might be used on road
work or a District employee on structure work full time for short periods, or a small
portion of the time over a long period. If there is disagreement at the project level, it is
imperative that the Construction Engineers and/or Managers be called in to settle the
matter as early as possible.

At the job level, employees may be exchanged for short periods by oral instructions and
entries in the job diaries will be sufficient for the record.

Changes in Assignments of Structure Personnel: The Office of Structure Construction
will staff the projects for structure work and will keep the Resident Engineer and the
District Office informed of potential changes in assignments of Structure personnel on
their projects. This can best be accomplished by the Structure Representative keeping the
Resident Engineer informed of changes at the project level and the Area Construction
Managers and/or Bridge Construction Engineers keeping their counterparts in the
Districts informed of potential changes of Structure Representatives. In addition, the
District will receive copies of all Structure assignment letters in that District.

B. Field Offices and Record Keeping

1.

Duplication of Records is to be Avoided: The Structure Representative is responsible for
the Structure records. Structure records should be kept with District records in a common
file unless it is not practical to do so; for example, if the Resident Engineer's and
Structure Representative’s offices are in different locations.

Clerical Help: Project clerical help must be utilized to the highest practical degree by
both Structure and District personnel.

Signing Letters: The Resident Engineer's name should always appear at the bottom of all
letters. The exact format and delegation of authority for signatures on letters involving
Structure work will be determined by the Resident Engineer in consultation with the
Structure Representative.
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4. Newsletters and Daily Reports: Structures employees assigned as District Resident
Engineers will conform to District instructions and send copies of whatever pertains to
structure work in accordance with the instructions in Bridge Construction Memo 3-2.0.

5. Construction Photographs: The Structure Resident Engineer is responsible for taking
construction photos of the bridges and other pertinent structure works. Refer to Bridge
Construction Memo 3-4.0 for further instructions.

6. Material Certification Procedures: The Resident Engineer is responsible for the
certification of all materials on the job. The Resident Engineer may require the Structure
Representative to certify the materials used in structure construction. The Structure
Representative will cooperate in providing the required certification for materials used in
structure work. Refer to Bridge Construction Memo 9- 2.0 for further instructions.

7. Contract Change Orders Involving Structure Work: Where structural changes are to be
made, the decision to make the change, the intent or content of the CCO, any methods or
restrictions in doing the work, and in general, anything affecting the structure are
responsibilities of the Office of Structure Construction. Refer to Bridge Construction
Memo 7-1.0 for further instructions.

The format and wording (providing it does not change the structural intent) of the CCO,
the method of payment, the manner in which the letter of transmittal explains the CCO,
etc., are all responsibilities of the District.

8. Supplies and Equipment: All expendable supplies are to be furnished by the Districts.
Non-expendable equipment such as torque wrenches, Schmidt hammers, elcometers,
transits, levels, calculators, computers and other specialized equipment necessary for
structure work will be supplied by the Office of Structure Construction. Every effort
should be made to keep the total amount of equipment on the project to a minimum by
joint use where possible.

9. Claims Involving Structure Work: Interpretation of specifications involving the structural
and material aspects of the structure work is the responsibility of the Office of Structure
Construction.

Claims involving structure work will be reviewed by the Office of Structure Construction
and recommendations made to the Districts. The Office of Structure Construction will
then assist the Districts in the handling of the claims as requested.

10. Settlement Periods for Fills Under Bridge Abutments: These are specified by the
Structure Foundation Branch of the Office Structural Foundations. It will be the
responsibility of the Structure Representative to determine when settlement periods are to
be terminated.

11. Dealing With Agencies Such as Corps of Engineers, Reclamation Board, Flood Control
Districts, or Coast Guard: This is the basic responsibility of the Resident Engineer.
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Labor Compliance and E.E.O.

The basic responsibility will belong to the District,
However, the Structure Representative will help whenever
requested to do so by the Resident Engineer.



BRIDGE CONSTRUCTION MEMO 2-1.1
SECTION 2-MISCELLANEOUS

(57 INFORMATION AND
|||||||nu1i|lﬂ""l[ll|||||u|||||III|||||||II|||uu|uu INSTRUCTIONS
SareTy FiRsT September 17, 2004
Page 1 of 1

Storm Water Pollution Prevention Plan (SWPPP) and Water
Pollution Control Program (WPCP) Administration

Storm Water Pollution Prevention Plan (SWPPP) and Water Pollution Control Program (WPCP)
Administration is the responsibility of the Resident Engineer. Office of Structure Construction
personnel will assist the Resident Engineer in the administration of SWPPP/WPCP for structure
related work.

Structure Representatives should:

e Discuss with the Resident Engineer methods of work involved in structure items that may
affect the quality of storm water discharges associated with the project prior to the pre-
job meeting with the contractor.

e Ensure that they have received and reviewed a copy of the approved SWPPP/WPCP.

e Stay informed about any critical dates or any potential changes (amendments) to the
SWPPP/WPCP that may affect structure work.

e Ensure OSC staff have received SWPPP training offered to District personnel.

e Ensure that the appropriate BMPs, as indicated in the approved SWPPP/WPCP, are in
place prior to the performance of the related work.

e Report noncompliance and/or violations of the SWPPP to the Resident Engineer.

Work related to structures that may affect the quality of storm water through a project might
include, but not be limited to, the following:

e Operations related to concrete and grouting operations; clean out, leakage, pumping.

e Water removed from footings, cofferdams and piles.

e Water runoff from deck curing operations, especially if the flow is great enough to cause
a disturbance to the surrounding ground.

Residue from sprayed on resins, cures and coatings.

General site clean up and trash removal.

Potential heavy metal contamination from welding/grinding/sawing/sandblasting.
Runoff from high pressure water wash.

Contractor proposed changes to the SWPPP will be reviewed and approved by the Resident
Engineer. Structure Representatives are not to approve changes to the SWPPP. For more
information regarding available Storm Water manuals & publications please visit the
construction website at:

http://www.dot.ca.gov/hg/construc/stormwater/manuals.htm
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Pre-Job Discussion with Design, Architecture and Geology

The Structure Representative should make a detailed study of the plans, specifications and other
pertinent documents, as soon as possible after assignment to the project. The Structure
Representative should then discuss the proposed construction with the Area Construction
Manager or Bridge Construction Engineer, preferably at the construction site. If the Area
Construction Manager or the Bridge Construction Engineer considers it advisable, the Structure
Representative will be instructed to visit the Sacramento office and discuss design details with
the Project Designer, and/or Architect, and foundation details with Engineering Geologist. In
cases when the Structure Representative does not visit the Sacramento office, discussions with
the Project Designer and/or Architect and the Engineering Geologist should be held by means of
telephone communication. (For projects located in Districts 07, 08, 09, 11, and 12 foundations
should be discussed with the Engineering Geologist in Los Angeles).

On projects having building work, roadside rests, (Lands and Buildings projects, roadside rests,
etc.) there is a need for increased communications between Structure Construction personnel and
Structure Architects. In order to improve communications, arrangements shall be made by the
Bridge Construction Engineer or the Structure Representative for a site review by the Structure
Architect. This review shall be made either prior to the pre-construction conference, or at the
time of the pre-construction conference. Attendance of the Structure Architect at the pre-
construction conference shall be at the Bridge Construction Engineer's option.

It is the responsibility of the Structure Representative to clear up any-problem areas prior to start
of construction, or as soon thereafter as possible.

On jobs involving cleaning and painting of structural steel, especially when lead-based paints are
to be disturbed, the Structure Representative should contact the Division of Structures for current
information on the problems associated with the handling of hazardous materials. Contact Dan
Thomas ((916) 227-8985 or CAL NET 498-8985) in the Office of Structure Construction or Pete
Whitfield ((916) 227-8120 or CAL NET 498- 8120) in the Office of Structure Maintenance and
Investigations for further information.
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Pre-Job Discussion Between District and Structure Personnel

Pre-job conferences are mandatory and should be held as soon as possible after bids are opened.
They should include both Bridge and District Construction Engineers and the Resident Engineer
and Structure Representative. Depending on the size, duration, and complexity of the contract,
the Area Construction Manager may also need to be included at the pre-job conference.
Agreement should be reached regarding the following items:

Office Facilities

It is the District’s responsibility to provide suitable office space and furniture for both District
and Structures’ field personnel. The Structure Representative and the District Resident Engineer
should occupy the same office, and District and Structures' personnel should be housed in the
same building.

Staffing the Project for the Total Work

The total work (both road work and structure work) should be considered and full advantage
taken of instances where people could be used inter-changeably to reduce the combined number
of people on the project. A review of staffing requirements should be made as soon as the
Contractor's schedule is available.

Division of the Work

The work should be categorized between road work and structure work. This division should not
only be by item, but in some cases, by portions of items or by units of the work. If it is not
practical to make this categorization at the first meeting, it should be done as soon as practicable.

Written Report

The Structure Representative shall write a confirming report to the Resident Engineer which will
summarize the agreements made at the pre-job discussion between District and Structures
personnel. This report will give a breakdown of the work distribution between District and
Structures, including the portion of mobilization attributable to structure work, and briefly
describe any other pertinent agreements between the Structure Representative and the Resident
Engineer. One copy of this report is to be sent to the Office of Structure Construction in
Sacramento, one copy is to be sent to the appropriate Area Construction Manager, and one copy
is to be given to the Bridge Construction Engineer.
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Communications Between Structure Field Personnel and Structure
Headquarters

Whenever possible, questions concerning construction methods and/or details, as well as routine
questions concerning administrative procedures should be taken up with the Bridge Construction
Engineer (BCE) and/or the Area Construction Manager (ACM) in whose area the project is
located. If an answer or decision is needed immediately and the BCE or the ACM cannot be
contacted, then refer the question to the staff personnel of the Offices of Structure Construction
Headquarters (HQ) in Sacramento for the area in which your project is located.

Personnel can contact the following Offices of Structure Construction HQ Office Seniors for
assistance:

Ms. Cheryl Poulin for Districts 01, 02, 03 and 07 at (916) 227-8309.

Mr. John Drury for District 04 and Toll Bridge at (916) 227-8809.

Mr. John Lammers for Districts 05, 06, 08, 09 and 10 at (916) 227-8445.
Mr. Eric Olives for Districts 11 and 12 at (916) 227-8984.

Mr. John F. Walters for Falsework, Trenching & Shoring, Railroad and CIDH at (916)
227-8060.

All of the above-noted personnel as well as the Office Associates may also be contacted at
(916) 227-7771.

Additional resources for personnel statewide to consider are:

e Ms. Dolores Valls, Structure Construction Deputy Division Chief, (916) 227-8845.

e Mr. Steve Altman, HQ Office Chief for Districts 01, 02, 03, 05, 06, 07, 08, 09 and 10,
(916) 227-8585.

e Mr. John Babcock, HQ Office Chief for Districts 04, 11 and 12, (916) 227-8871.

All correspondence from field personnel requiring action by the Offices of Structure
Construction HQ must include the following:

e Shall be addressed to Ms. Dolores Valls, Deputy Division Chief, Offices of Structure

Construction.
e Shall be dated.
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¢ Include the project name, location, contract number and federal project identification
number (if applicable) shown in the upper right-hand corner of all letters. The job stamp
may be used for this purpose.

e The Structure Representative's recommendations.

Submit copies of outgoing correspondence to the Offices of Structure Construction HQ in
Sacramento per Bridge Construction Memo 3-1.0.

During construction, it is permissible for field personnel to communicate directly with personnel
in other Offices within Division of Engineering Services (DES). It is imperative that the
Structure Representative's first-line supervisor be kept informed of any matter affecting the
structure construction work. It may be necessary for field personnel to confirm discussions in
writing if the discussion resulted in an appreciable change or in the preparation of a Contract
Change Order. Copies of confirming memos should be sent to the Structure employee's first-line
supervisor, the Offices of Structure Construction HQ in Sacramento and the appropriate ACM.

Rubber stamps to record receipt of incoming mail should be requisitioned from the District.
These stamps may be used to show the date, time and whom the mail was received in the field.
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Correspondence with the Contractor

All correspondence between State representatives and Contractors must be addressed to the
Prime Contractor, even though the subject matter may be of direct concern only to a
Subcontractor. Written instructions are given to Subcontractors by means of copies of letters to
the Prime Contractor.

If the Structure Representative prepares a letter to the Contractor, it must be assured that the
Resident Engineer receives a copy and that the Resident Engineer's name appears at the bottom
of the letter. The exact procedure to be followed may vary from job to job. The Structure
Representative should reach agreement as to form and procedure with the Resident Engineer
before writing any letters to the Contractor.

On written request of the Contractor, shop drawings and/or other plans submitted by a
Subcontractor for review and approval by the Engineer may be returned directly to the
Subcontractor. In such instances, however, any related correspondence is still addressed to the
Prime Contractor with copies to the Subcontractor.

The Structure Representative should discuss this procedure with the Resident Engineer and the
Contractor, and if the Contractor wants shop plans returned directly to the Subcontractor or
Fabricator involved, then a letter to this effect should be written to the District with a copy to the
Office of Structure Design, Documents Unit. The Documents Unit will always return shop plans
to the Prime Contractor unless written instructions to the contrary have been received from the
Prime Contractor.

More detailed instructions relative to the submission and review of structural steel drawings,

prestress concrete drawings, shop plans for earth retaining structures, etc., are given in Bridge
Construction Records and Procedures, Volume II.
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SECTION 2-MISCELLANEOUS
INFORMATION AND
INSTRUCTIONS

SAFETY FIRST June 8, 2012
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Structure Design Technical Committee Members

Structure Design Technical Committees have been established to develop, review, and update
changes to AASHTO Specifications, Bridge Design Manuals, Standard Plans, Standard Detail
Sheets, Standard Specifications, Standard Special Provisions, and items submitted by the
construction engineers that affect the efficient operation of the Department and economy of
structures. Individual Technical Specialists are designated for various specific areas.

Intranet links identifying the current members of the Structure Design Technical Committees and
the Individual Technical Specialists are located on the Structure Design Intranet and in the

Caltrans Memo to Designers at the following locations:

Structure Design Technical Committees

Structure Design Intranet:
http://onramp.dot.ca.gov/hg/esc/sd/SD techComitee061510P.shtml

Structure Design Memo to Designers 1-2, Attachment 1:
http://www.dot.ca.gov/hg/esc/techpubs/manual/bridgemanuals/bridge-memo-to-
designer/page/Section%201/1-2.1.pdf

Individual Technical Specialists

Structure Design Intranet:
http://www.dot.ca.gov/hg/esc/Structure Design/ssi/DesignIntranetTechnicalSpecialists062110.d
oc

Structure Design Memo to Designers1-2, Attachment 2:
http://www.dot.ca.gov/hg/esc/techpubs/manual/bridgemanuals/bridge-memo-to-
designer/page/Section%201/1-2.2.pdf
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Footing and Seal Course Revisions

To eliminate any misunderstanding about field revision of the elevation of spread footings, the
elevation of pile footings where a seal course is involved, and the revision or elimination of the
seal course, a letter regarding these subjects must be written to the Contractor before foundation
excavation is started. The letter will include the following:

1.

A reminder that the Standard Specifications (SS)' provides that the “Bottom of footing
elevations shown are approximate” and “The Engineer may order changes in footing
dimensions or elevations.”

On projects involving seal courses, a reminder that under the contract the Engineer
determines whether seal courses shown on the plans must be used as shown, changed in
thickness, or entirely eliminated, depending upon the water conditions existing at the
time. Refer to the Standard Specifications®.

A statement that the Engineer will establish final footing elevations, and/or determine the
need for seal courses at the earliest time possible consistent with progress of the work,
and that the Contractor will be informed in writing of the Engineer’s decision.

A closing statement to caution the Contractor that should they elect to do any work or
order any materials before receiving the Engineer's decision regarding spread footing
elevations, pile footing elevations where seal courses are involved, and revision or
elimination of the seal course, they do so at their own risk and assume the responsibility
for the cost of alterations to such work or materials in the event that revisions are
required.

Note that the elevation of pile footings where no seal course was planned would normally not be
raised or lowered to secure a satisfactory foundation. Therefore, the Contractor may logically
assume that the footing will be constructed at the planned elevation. In the event that the
Engineer changes the elevation of a pile footing (where no seal course is involved) after the
Contractor has done work or ordered materials, then the State must assume the responsibility for
the cost of the alterations.

12015 SS, Section 51-1.03C(1), General.
22015 SS, Section 51-1.03D(3), Concrete Placed Under Water, and Section 19-3.04, Payment.
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Since the plans and Standard Specifications are worded to give bidders only the estimated depth
of footings and the estimated thickness of seal courses, the following revisions do not constitute
a change in the plans or specifications:

1. Raising the bottom of a spread footing above the elevations shown on the plans.
Lowering the bottom of a spread footing two feet or less below the elevation shown on
the plans.

3. Increasing or decreasing the thickness, or the entire elimination of a seal course to suit
water conditions actually encountered, as determined by the Engineer.

Increases and decreases in the quantity of any contract item (except seal course concrete) caused
by these footing revisions must be accepted by the Contractor at contract prices, unless the 25-
percent limitation is exceeded. In the case of seal course concrete, no price adjustment will be
made when seal courses are omitted, regardless of the percentage of decrease. Refer to the
Standard Specifications>.

Even though the changes listed above are contemplated by the contract, change orders will be
required if any of the items involved have fixed final pay quantities. Note