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XI. Training Resources 

This chapter gives an overview of the various training opportunities available to Alaska Highway Safety Office (AHSO) employees and provides information on the process for obtaining access to them. 

A. Highway Safety 

This section describes the recommended training for traffic safety program managers and AHSO sub grantees. 

Traffic safety personnel have a continuing need to improve their management and technical capabilities through training and professional development. The AHSO will coordinate a system of professional development for AHSO employees and sub grantees involved in traffic safety. Emphasis is placed on locating or developing training that will enhance the knowledge and skills of staff and grant personnel.
AHSO will provide opportunities for staff to participate in various Department management and other training programs. Staff training will be based on an annual training needs survey. Other Department training, including the Finance Office assistance on the State and Third Party Billing grant payment process, will be provided to affected staff as needed.  
· AHSO grant management staff will be required to attend the Highway Safety Program Management course offered by the national Transportation Safety Institute (TSI) within 6-12 months of employment. 

· AHSO staff with fiscal responsibilities will be required to attend the Managing Federal Finances and Tracking Grants course offered by TSI within 6-12 months of employment.

· AHSO staff will attend appropriate NHTSA Pacific Northwest Region training and meetings as assigned by the AHSO Administrator.  

· AHSO staff will attend all internal grant management training provided by the AHSO.

· AHSO staff may attend the annual Fall Engineers’ Conference conducted by the Department if assigned by the AHSO Administrator.  

· New AHSO employees will attend the national LifeSavers Conference during the first year of employment. Attendance will then be recommended every three years thereafter. 

· The AHSO FARS analyst will attend the annual FARS training conference when requested by the AHSO Administrator.

· The AHSO Research Analyst will attend the NHTSA Traffic Records Forum every other year or annually based on the agenda items and committee responsibilities as requested by the AHSO Administrator.

AHSO will facilitate an annual Strategic Enforcement Program (A-STEP) Conference for State and local law enforcement agencies. The conference may be expanded to other traffic safety disciplines. 

AHSO will maintain and update a training notebook with information regarding potential training and education opportunities for reference by AHSO staff. 

In addition, the National Highway Traffic Safety Administration (NHTSA) has developed a series of training courses to support traffic safety efforts around the country (BCP 08.04.010). This training:
· Transfers important knowledge, skills, and expertise to police, prosecutors, and other traffic safety professionals

· Provides traffic safety professionals with essential information and tools

· Promotes the enforcement of occupant protection, impaired driving, and other traffic safety laws

· Facilitates communication and cooperation among diverse interests

· Supports community efforts to make our streets and highways safer

· Improves the quality and financial integrity of traffic safety programs and projects
Both AHSO staff and sub grantees are eligible to attend most of these courses.  Sub grantees must apply for NHTSA training through the AHSO and likely will request AHSO grant funding assistance for attendance and travel related costs. See also Chapter V. Grant Administration and Management, section J. Sub Grantee Training. For information regarding the courses currently being offered by NHTSA’s training branch, the TSI, see section v. Course Opportunities, or go to: http://www.nhtsa.dot.gov/nhtsa/whatis/regions/training/TrainSearch.cfm
i. Training Needs Assessment Form

This form is used in conjunction with the annual AHSO performance appraisal to identify training and education needs for AHSO staff. The self-assessment should be given to the employee prior to their annual performance review. The employee should complete the form before the review. The results of the assessment should be discussed during the performance review and used to identify training and educational opportunities for the employee. The form should be updated annually to reflect changing priorities and Department regulations. See Forms, AHSO Training Needs Self- Assessment Form.

ii. Training Request Form

This form is used by AHSO staff to request approval by the AHSO Administrator to attend highway safety or job related training or an educational workshop. See Forms, AHSO Request to Attend Training/Educational Workshop Form.

iii. Training Record

This form is used by the AHSO Administrator to maintain an ongoing record of all training and educational workshops attended by each employee including the cost of the training. See Forms, AHSO Employee Training Record Form.

iv. Report on Training/Educational Workshop

This form should be completed by the AHSO employee after attending a training or educational workshop to provide feedback and to provide guidance for other staff who may be considering attending the training. The forms will be retained in the AHSO training notebook along with the descriptions of course listings. For example, if an employee has attended a time management workshop. The completed report on the training should be filed with the course description. This information is also useful when identifying training needs and the appropriate training or educational workshop during the annual employee performance appraisal review. See Forms, AHSO Report on Training/Educational Workshop Form (BCP 08.04.010).

v. Course Opportunities

After a training need has been identified the appropriate training must be located. Several training resources are available. Following is a list of some training resources:

· Transportation Safety Institute – See the Highway area online at:  http://www.tsi.dot.gov/catalog/default.aspx?AspxAutoDetectCookieSupport=1
	Course Code
	HS00158

	Course Name
	Highway Safety Program Management

	Description
	The success of a national, state, or community highway safety program often depends on how well that program is managed. This workshop teaches participants how to apply the basic concepts and principles of sound management. Participants learn what works in highway safety program management and what doesn't.


	Who should attend
	· Relatively new state and regional highway safety program managers and others responsible for planning, implementing, conducting, and evaluating highway safety programs 

· Persons who have one or more year's experience as program managers may also find this course useful for refresher training


	How you will benefit
	· Identify problems and opportunities through data analyses, literature and policy review, and program assessments
· Design and implement effective highway safety programs

· Build Coalitions to enlist assistance from state agencies, community action groups, volunteers, and others who have an interest in highway safety

· Assess the effectiveness of programs

· Stimulate networking and information exchange among diverse course participants

· Manage programs effectively to ensure that objectives are met



	What you will learn
	· Describe the highway safety problem identification
· Practice planning techniques

· Assess program evaluation techniques

· Design strategies for building coalitions

· Learn roles and responsibilities of a highway safety program manager



	Prerequisite(s)
	None

	Contact Number
	(405) 954-3112

	Cost
	Call

	Length
	5 Day(s)

	CEU's
	None

	Course Type
	Course

	Division
	Highway

	Course Code
	HS00159

	Course Name
	Management Review

	Description
	This workshop exposes participants to proven concepts, policies, procedures, and specific skills needed to conduct better Management Reviews and Special Management Reviews. Topics Include: Background, Communication Skills, Management Review Preparation, On-Site Management Review, Post On-Site Management Review, Special Management Review and Performance Enhancement Plan



	Who should attend
	Relatively new Regional Highway Safety Program Managers and others responsible for planning, implementing, conducting, and evaluating highway safety programs. Persons who have one or more years' experience as Program Managers may also find this course useful. 



	How you will benefit
	This course will provide participants with the knowledge, skills, and tools necessary to conduct Management Reviews and Special Management Reviews. After completing this course, participants are better able to: Define Management Review(MR),Corrective Action Plan(CAP) Special Management Review(SMR), and Performance Enhancement Plan(PEP), explain the history of MRs, describe the process and guiding principles used in conducting MRs and SMRs, explain when and how to develop a Performance Enhancement Plan, cultivate communication skills necessary to successfully conduct MRs and SMRs, become familiar with the content of the MR/SMR Resource Manual. 



	Prerequisite(s)
	None

	Contact Number
	(405) 954-3112

	Cost
	Call

	Length
	(s)

	CEU's
	None

	Course Type
	Course


	Course Code
	SP00505

	Course Name
	Instructor Development (ID) Workshop

	Description
	This highly interactive course offers a unique opportunity to increase confidence and credibility as an effective public speaker. The ID workshop addresses the application of adult learning principles to technical training delivery. Learning styles, classroom facilitation skills, questioning techniques and effective public speaking are also addressed. Techniques and principles for using and creating instructional media are demonstrated. Participants make videotaped practice presentations and then receive individual coaching and feedback. 



	Who should attend
	· Individuals who present training or make presentations and want to increase their effectiveness

· New and experienced instructors



	How you will benefit
	· Improve your presentation and teaching skills

· Gain confidence in presenting

· Use movement, gestures, and body language to facilitate learning

· Create visual aids to support your instruction

· Organize and present a classroom session to your peers in a safe and comfortable environment 



	What you will learn
	· Use adult learning principles and their importance in conducting effective training 

· Conduct techniques to generate discussion and student interaction

· Use various learning styles and motivation techniques used when teaching adult learners

· Identify methods for organizing a presentation

· Use effective questioning techniques to facilitate adult learning

· Contrast benefits and disadvantages of multimedia

· Define strategies for handling challenging situations in the classroom

· Design how to organize and present a practice teaching exercise using lesson plans, effective speaking techniques, and instructional media discussed in the workshop

· Develop creative training techniques to enhance the teaching and learning process

· Identify principles and methods for team teaching



	Prerequisite(s)
	None

	Contact Number
	(405) 949-0036, Ext 323

	Cost
	Call

	Length
	5 Day(s)

	CEU's
	None

	Course Type
	Course

	Division
	Special Programs


	Course Code
	HS00193

	Course Name
	Managing Federal Finances and Tracking Grants

	Description
	All programs depend on fiscal and administrative integrity to succeed. This workshop addresses techniques for managing the financial operations that are basic to any traffic safety program or project. Special emphasis is given to the Grant Management Manual.



	Who should attend
	State and regional highway safety program and financial managers, or any individual with GTS responsibilities



	How you will benefit
	· Use the "Grants Management Manual" to clarify and resolve questions concerning Section 402, Funding Regulations

· Apply the advanced features and control checks of the GTS

· Describe how to use the Section 402, Performance Planning Process. And how it affects highway safety financial management

· Enter information into the GTS

· Identify policies and issues governing highway safety plan development, implementation, and closeout



	What you will learn
	· Components of the GTS

· Referencing the use of the “grants Management Manual” 

· Section 402. Performance Planning Process

· Describe Section 402, Funding Regulations

· Identify techniques for managing financial operations



	Prerequisite(s)
	None

	Contact Number
	(405) 954-3112

	Cost
	Call

	Length
	3 Day(s)

	CEU's
	None

	Course Type
	Course

	Division
	Highway


· NHTSA Pacific Northwest Region Training Opportunities 

Periodically the NHTSA Regional Office will offer training opportunities to the States within this Region. When such courses are offered, the AHSO Administrator will determine and assign the appropriate staff to attend. The NHTSA Regional Office can also facilitate peer exchanges with State highway safety office personnel within this Region and other Regions throughout the country depending on the specific type of training assistance needed. Such arrangements must be made by the AHSO Administrator.

· Annual Fall Engineers’ Conference conducted by the Department  

· University of Alaska – Juneau 

Training courses that promote professional development are periodically offered and may be appropriate for AHSO supported staff training.

· Division of Public Health – Department of Public Health and Social Services 

The Division of Public Health hosts a public health training network. Their mission is to establish a network of distance learning partners which use a variety of media to provide educational opportunities that will enhance knowledge, expertise, and skills of Alaska’s health and social services work force. See www.hss.state.ak.us/dph
· List Serve

A list serve is available which facilitates the discussion of injury prevention and control and includes training opportunities. See www.chems.alaska.gov
· Alaska Nurses Association 

The Association hosts an annual statewide conference. See http://www.aknurse.org/ContED.htm
· Alaska Department of Administration 


The Department periodically offers various training courses, see: 



http://www.state.ak.us/admin/
· Department


Periodically check this web site for various training opportunities within the Department 
highway program financing, negotiations training, etc.):  
http://www.dot.state.ak.us/stwddes/research/train_cal.shtml
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