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CHAPTER 1-00 - GENERAL
SECTI ON 1-01 | NTRODUCTI ON
Revi sed 11/01

DEFI NI TI ON OF SURVEYI NG

In general, surveying is perforned to determne the relative
| ocation or positioning of points on or near the earth's
surface. Mre specifically, surveying is the science of

maki ng neasurenents, relative to known or assumed datum s
and standards, and applying the principles of nmathematics to
such neasurenents to determ ne existing or future horizonta
and vertical position, fromarea, magnitude, boundaries, and
extent of |and parcels and topographical features.

Surveyi ng enconpasses the foll ow ng categori es:

1. Ceodetic Surveys - Surveys, which establish control
networks on a mat hemati cal datum so that neasurenents
will reflect the curved (ellipsoidal) shape of the
earth.

2. Land Surveys - Surveys which include retracenent of

exi sting | and ownershi p boundaries or the creation of
new boundari es.

3. Engi neeri ng Surveys - Surveys performed for the
| ocation, design, construction, maintenance and
operation of engineering projects.

4. Construction Surveys - Surveys which establish stakes
in the ground, and other |ike reference points, at
known horizontal and vertical positions to define
| ocation and size of each conponent of the facility to
be constructed, enable inspection of contract itens,
and serve as a basis of paynent for work.

5. Cart ographi c Surveys - Map naking from origi nal
surveys.

| MPORTANCE OF SURVEYI NG

1. The Basi c Engineering Discipline - Surveying is basic
to all civil engineering works. In transportation
engi neering, surveying provides the foundation and
continuity for route |ocation, design, |and
acquisition, and all other prelimnary engi neering.
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Surveys al so set a basic "franmework"” of stakes, which
is used by contractors and engineers in building and
i nspecting transportation projects.

2. The Thread of Continuity - Surveying is the single
engi neering function which Iinks all the phases of a
proj ect including conception, planning design, |and
acqui sition, construction and final nonunentation.

3. Basis for Efficiency - To a great degree, the
acceptability and cost-effectiveness of planning, |and
acqui sition, design, and construction are dependent
upon properly perforned surveys.

C. PURPOSE OF MANUAL

1. Primary Qbjectives - The principal purposes of this
MANUAL are to:
a. Secure an opti nmum degree of Statewi de uniformty
i n surveyi ng.
b. Establ i sh and mai ntai n survey standards.
C. | mprove the overall efficiency of the Division's

survey function

d. Provide a single reference source for
Di vi si on-w de surveying policies, procedures, and
information. (The inclusion of regularly used
formulas and tables in the "Appendi x" will enable
the MANUAL user to reduce his library of reference
mat eri al .)

2. Secondary Qbjectives - Secondary ains are to provide:
a. A conprehensive reference for new enpl oyee
orientation.
b. Source material for training.
C. Hel p enpl oyees in other offices gain a better

under st andi ng of surveying and its proper
relationship to other Adm nistration activities.

D. SCOPE OF MANUAL

This MANUAL, in general, covers Division-w de surveying

policies and procedures and appropriate reference material.
It is not a textbook or a contract docunent. Nor is it a

substitute for surveying know edge, experience or judgnent.
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Al t hough portions include textbook material, this
does not attenpt to conpletely cover any facet of

For Division of Plats and Surveys enpl oyees, this
policy. As such, it supersedes previously issued

Pr ocedur e Menoranduns, which deal
her ei n.

with the topics

MANUAL
surveyi ng.

MANUAL i s
Policy and
covered
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CHAPTER 1-00 - GENERAL
SECTI ON 1- 02 ORGAN ZATI ON
Revi sed 11/01

PLATS AND SURVEYS DI VI SI ON

Wor ki ng under the direction of the Deputy Chief Engineer -
O fice of H ghway Devel opnent, the Division of Plats and
Surveys is organized into three distinct sections.

Basically, the Plat Section is responsible for the creation
of right-of-way plats, the Survey Section is responsible for
Adm ni stration-w de engi neering surveys, and the CADD

Mappi ng, and Control section is responsible for CADD and
conput er support, processing data collection surveys, and
perform ng Geodetic control surveys. Figure 1-02-A is an
organi zation chart of the Plats and Survey Division.

DUTI ES AND RESPONSI BI LI TI ES

1. Chief, Division of Plats and Surveys - the Chief, Plats
and Surveys Division has the
Responsibility to:

a. Devel op and recomrend prograns, policies,
procedures and standards for surveying functions
within the Adm nistration

b. Provi de gui dance and assi stance to the Engi neering
Districts and other Divisions on all matters
related to surveying.

C. Mai ntain |liaison with other public agencies, the
private sector, and professional societies on
surveying activities.

d. Devel op Division survey training prograns.

e. Coordi nate survey requirenents and rel ated
policies with other Adm nistration functions.

f. Research and eval uate new survey equi pnent and
t echni ques.

g. Adm ni ster contracts for consulting services and
mai nt enance of traffic.
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h. Coordi nate the establishnent, maintenance and
application of an effective survey managenent
system

i Provi de program coordi nation and revi ew of Basic
Control Survey projects and |iaison with the
Nat i onal Geodetic Survey.

J - Prepare budget and staffing requirenents for the
survey function and keeping records of survey
cost s.

K. Adm ni ster personnel rules regarding the hiring,
termnation, and pronotion of Division enployees.

l. Revi ew and sign right-of-way plats.

Assi stant Division Chief - CADD, Mpping and Control
Section - Manages and directs the engineering and
adm ni strative operations of the Control, Topographic
Mappi ng and CADD Systens Teans within the Division of
Pl ats and Surveys.

a. Oversees the functions of the Topographi c Mappi ng

Team

b. Oversees and prograns geodetic control survey
proj ects.

C. Devel ops and mai ntai ns CADD data storage and

retrieval systens.
d. Manages and supervi ses the CADD Systens Team

e. Manages, assesses, and nmakes reconmendations to
the Division Chief on acquisition of conputer
har dwar e and software needs of the D vision.

f. Devel ops and nanages the Division's CADD
programm ng and training needs, and CADD support
consul tant contracts.

g. Devel ops policies and procedures for geodetic
control and topographi c mappi ng.

h. Represents the D vision Chief at neetings within
SHA, and with other federal, state and | ocal
agenci es.
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Provi de adm nistrative functions and support for
t he Topographi ¢ Mappi ng Team the Geodetic Control
Team and the CADD Systens Team

Assi stant Division Chief - Production - Supervises and
coordi nates the engineering and adm nistrative
operations of the Production Survey Section and has the
responsibility to:

a.

f.

Assure that a dynamc, effective training and the
Surveys Section pursues safety program

Revi ew requests, plan, and schedule field surveys
in cooperation with other D visions. See Figure
1- 02- B.

Oversee all field survey work for planning and
desi gn surveys, netes and bounds surveys and
construction surveys.

Prepare time and cost estimates for field surveys.
Revi ew and approve enpl oyees' expense statenents,
time reports, mleage reports and efficiency
ratings.

Revi ew and approve consul tant invoices.

Area Engineer - First-line supervisors of the survey
crews enployed by the State H ghway Adm nistration and
have the responsibility to:

a.

f.

Solve field survey problens, as well as determ ne
t he nost expeditious and cost effective manner to
performthe survey work.

Meet with other Divisions and agencies to study
the scope, details and inportant aspects of
requested field surveys.

Assenbl e informati on and devel op data necessary to
performfield surveys.

Process, coordi nate, and evaluate consultant field
surveys.

Notify property owners of the Administration's
intent to enter upon their property to perform
field surveys.

Edit manuscripts for photogramretric mappi ng.

1.2.3



REQUESTOR
Discusses Survey
with
A.D.C. Survey Section
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Divislon Chief
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Figure 1-02-B Organization Chart - Survey Section







5. Techni cal Assistant - This position perforns
technical duties in support of the Assistant D vision
Chi efs and has the responsibility to:

a. Assist in the review of survey requests submtted
by various Divisions, agencies, and districts.

b. Assist in the assenbling of all avail abl e project
data to be furnished to field personnel.

C. Assist in review and cal cul ati on of geonetric ties
to right-of-way lines and |lines of division from
base |ines of survey.

d. | nvesti gate new survey nethods and equi pnent and
determ ne their practical application and
adaptability to State survey units.

e. Mai nt ai n dat abase files for nonument geodetic
control points established by the D vision of
Pl ats and Surveys and Federal Agenci es.

Party Chief - This position supervises and directs a
survey party conducting field surveys and has the
responsibility to:

a. Determ ne field nmethods and procedures that
produce not only an econom cal survey but also a
final product that neets the engi neering needs of
that specific project.

b. Monitor his party's deportnment during working
hours to ensure that adverse reflection is not
cast on the Adm ni stration.

C. Assure that all survey equi pnent is properly
mai nt ai ned and that equipnent is used for its
i nt ended pur pose.

d. Ensure that safety is given top priority in the
pl anni ng and execution of all surveys.

e. obtain | odging for the crew and to rei nburse party
menbers for neal expenses when on travel status.

f. Train party personnel in all phases of surveying
as practiced by the D vision.

I nstrunent Man - The Instrunent Man is the secondary
supervi sor on a survey party and has the responsibility
to:
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Operat e angul ar, el ectronic distance neasuring,
| eveling and GPS instrunents in field survey
oper at i ons.

Supervi se the survey party in the absence of the
Party Chief.

Mai ntai n and check the survey instrunents to
ensure proper operating condition and accuracy.

Record notes pertaining to the neasurenents taken
by the various survey instrunents and ot her
m scel | aneous notes as the Party Chief may direct.

Assi st the Party Chief in the computation of
survey dat a.

Assist the Party Chief in the review of project
data prior to the beginning of field surveys.

Revi ew t he survey notes recorded by the Party
Chief at the conpletion of a project.

Train |l ower level party nenbers in the operation
of surveying instrunents.

Rodnmen - The Rodnmen on a survey crew has the
responsibility to:

a.

Operate supporting el ectronic di stance neasuring
equi pnent such as prisns, tribrachs, and prism
poles during field surveys.

(bt ai n preci se neasurenents by using steel tapes.
Clear lines of sight.

Mai ntai n and cl ean survey equi pnent such as tapes,
rods, sighting equi pnent, hand tools, etc.

Perform ot her duties as directed by the Party
Chi ef and I nstrunent Man.
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CHAPTER 1-00 - GENERAL
SECTI ON 1-03 PUBLI C AND | NTERNAL RELATI ONS
Revi sed 11/01

A GENERAL

1

| nportance - Public relations is one of the nore

i mportant duties of the surveyor. This is especially
true for surveyors who "enter" private property. The
wi de variety of situations encountered by the surveyor
requires a constant awareness of the rights and needs
of others. The ability to adjust to these needs is

al so required.

Basi ¢ Rul es - Commobn sense and conmon courtesy are the
best rules in any formof public relations. Be
prepared, and try to create a good i npression when
nmeeting the public. First inpressions, whether good or
bad, are often lasting. Mintain a pleasant,

busi nessli ke attitude at all tinmes and be inforned
about your job. The inpression you create thereby wll
be a credit to you, your profession, and the Departnent
of Transportation.

Use of Business Cards - To help in creating good
relations with others, Party Chiefs shall use business
cards. A Party Chief contacts many individuals:
property owners, other surveyors, park rangers, etc.
Oten it is necessary to | eave an address and tel ephone
nunber with these people. At other tines, the business
card can sinply be a neans of introduction or of
creating goodw I I.

B. RELATI ONS W TH THE PUBLI C

1

All Representatives - Al enployees and consul t ant
personnel are representatives of the Departnent of
Transportation. Al are responsible for devel opi ng and
mai ntai ning public goodwill. The Departnent as a
public service organization is judged by our behavi or
as well as by our work.

Conduct - The outdoor nature of surveying keeps
surveyors in the "public eye" nuch of the tine. Wrk
nmust be acconplished efficiently and with a m ni nrum of
idle tinme. Good-natured kidding anong party nenbers
hel ps norale. But, when around the public, you nust be
prudent in oral and sign conmunications.
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C.

Excessi ve ki dding and horseplay can create negative
i npressi ons, which damage the Departnent's image.

Direct Contact - Al direct contact with the public
shoul d be pl easant, courteous, and businesslike. This
i ncl udes answering questions, listening to criticism
(justified or not), and listening to suggesti ons.

Answering Questions - In the field, refer questions
concerning the work to the Party Chief. He should
answer each question for which he knows the facts. |If

any doubt exists, he should refer the person asking the
guestion to his Area Engi neer or an Assistant Division
Chief. Probabilities, conjectures, or statenents,

whi ch m ght be m sunderstood or m sinterpreted, should
be |l eft unsai d.

RELATI ONS W TH PROPERTY OWNERS

1

CGeneral - Dealing with property owners is a nost vital
phase of public relations. The property owner is the
one who will be directly affected by the survey and,

possi bly, by subsequent construction. He wll
naturally take a close interest in any intrusion on his
property, no matter what the purpose.

Good rel ati ons devel oped by consci enti ous surveyor’s
carry over in the owner's attitude toward other State
Hi ghway Adm ni stration enpl oyees.

Entry on Private Property

a.

Right of Entry - Real Property Article 21,

Sub- Section 12-111, gives the State the right to
enter private property to nmake surveys and al so
provi des protection to the property owner by
requiring prior contact. For detailed procedures,
see Maryland State Hi ghway Directive 5652. 1. 1.

Pre-Entry Contacts - To pronote good relations, a
diligent effort to contact the property owner or
tenant will be nmade prior to entering the

property.

1) (bj ectives - The purpose of the contact shal
be to expl ain:

a) That entry is required.

b) The survey activities to be perforned
and their duration.
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c) Any effect the surveys m ght have on the
property.

2) Direct Personal Contact - If possible,
acquire verbal approval for entry at the tine
of the contact.

a) Depart ment al Representative - The
contact should be nmade either by the
Area Engi neer or by sone ot her person
desi gnated by the D vision.

b) Answering Questions - The contact person
shoul d know the facts and be prepared to
answer questions courteously and
pronptly. If unanswerabl e questions
ari se, the contact person should obtain
the answers and personally relay themto
t he property owner or tenant.

c) Docunmentation - Al verbal contacts
shoul d be recorded.

3) Direct Mail Contact - Contacts may be by nmai
i f personal contact is inpractical. |nclude
in such letters the sanme information as that
whi ch woul d be given during a personal
cont act .

bjection to Entry - Wien a property owner or
tenant objects to entry - DO NOT ENTER

|f a property owner clains actual or anticipated
damage or interference after a survey has begun
i mredi ately | eave the property. The appropriate
Assi stant Division Chief nust be i mediately
notified so that action is taken as detailed in
Directive 5652. 1. 1.

Party Conduct:

1) Conduct operations in a manner that will not
create ill feelings with property owners or
t enants.

2) Guard agai nst any cause for conplaint.

3) Tone down oral conmunications in popul ated
ar eas.
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Property Care:

1)

2)

3)

4)

5)

6)

Survey Method - Choose the survey nethod,
which will have the | east effect on the |and.

St ake Location - Place stakes and ot her
mar kers where there is little |ikelihood of
creating a hazard.

Property Rehabilitation - As nuch as
possi bl e, |leave the property in the condition
that existed prior to the survey. Repair any
damage, fill any holes, and restore the
property to its original condition. If you
must tenporarily | eave a hazard created by
your work, protect people and aninals by use
of protective devices, such as cones,

barri cades, and portabl e fencing.

Renoval of Hazards - Renove all tenporary and
hazar dous survey stakes and other potentially
hazardous itenms fromthe work area after

t heir useful ness has ended. The Party Chi ef
is responsible for determning which itens to
remove and when. However, each party nenber
should call to the Party Chief's attention
any possi bl e hazards.

Exanpl es of itens to be renpved are: stakes
across fields which are to be nowed, stakes
in pedestrian areas, back-sights and

foresi ghts, and photogramretry ground control
materials. Farmaninmals tend to be
indiscrimnate in what they eat, particularly
if the itemtastes salty to them This

t endency causes themto eat plastic flagging,
paper targets, and cl ot he pre-marks.

Concern for Children - Consider hazards to
children when setting or |eaving survey
stakes. Articles such as |athes make
excel l ent swords and spears. Sone of the
paint we use is toxic if ingested. Nails and
spi kes can be dangerous in the hands of
chi | dren.

Litter Renoval - DO NOT LITTER  Paper, stake
fragnents, and other trash shall be placed in
litter cans in State or consultant vehicles.

Litter shall not be left on private or on
public property.
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D.

Law Enf orcenent Agencies - \Wien a survey requires
wor k around sensitive areas or night work, notify
| ocal | aw enforcenment agencies and private
security agents. This enables themto be aware of
the source and reason for the appearance of
"unusual " lights and activity.

| NTERNAL RELATI ONS

1

Survey Party - Proper relationships within a survey
party are necessary if individuals are to function as a

t eam

Party Chiefs can help maintain good party rel ationships
by keeping party nmenbers well informed about i ndividual
and party roles and their duties for each job.

Ofice

a.

Party Chief and ot her supervisors must be kept

i nformed of inportant devel opnents. They shoul d
not be put in the enbarrassing positions of

| earning inportant information from outside

sour ces.

Good rel ations anong office personnel can be
mai nt ai ned t hrough good comuni cations and a cl ear
under st andi ng of responsibility.

Rel ati ons and contacts with other Divisions should
be courteous and businesslike. Wen in doubt
about the requirenents of a survey request, phone
the requester for a clarification.
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CHAPTER 1-00 - GENERAL
SECTI ON 1-04 SAFETY
Revi sed 11/01

| NTRODUCTI ON

Maryl and State H ghway Adm nistration enpl oyees survey in
many di fferent hazardous environnments. Rugged terrains,

hi gh-speed traffic, hand and power tools, and construction
equi pnent are sone of the elenents that typify survey
hazar ds.

Most peopl e have one thing in common with many who have
experienced an accident--they believe it could not happen to
them A neaningful safety programrequires that each

enpl oyee acknow edge that "It can happen to nme." Each nust
al so ask, "What is ny responsibility and what can | do to
keep it from happeni ng?"

SAFETY MANUAL

1. Each field enpl oyee shall have ready access to the
"Saf ety Manual for Field Survey Personnel”

2. No survey operation shall be considered as either so
i nportant or so urgent that the Safety Manual or any
safe practice will be conprom sed.

RESPONSI BI LI TI ES
1. | ndi vi dual s

a. Al'l field personnel shall have a practical working
know edge of the Safety Manual .

b. Each enpl oyee will do everything reasonably
necessary to protect life, safety, and health of
everyone and conply with all occupational safety
and health regul ations that are applicable to his

j ob.

C. Each enpl oyee shall report to work each day in an
alert, agile and capable condition. You should
be:

1) Healthy - If you are ill, do not report to

work. |If you becone ill on the job, do not
continue to work. Report to your supervisor
and then get aid.
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2) Rested and Nourished - Each surveyor nust
report for work prepared to performan alert,
accident-free, full shift of work. For nopst
individuals this dictates 7 to 8 hours of
sl eep and a nourishing breakfast.

3) Free From I nfl uence of Drugs or Al cohol -

a) Drugs - Wienever a physician gives you a
prescription, inquire if the drug m ght
i mpair your safe functioning. If any
i npai rment mght result, ask the doctor
what you can and cannot do while taking
the nedication. Notify your supervisor.

Do not report for work if you are under
t he influence of non-prescribed
narcotics. Al so do not report for work
if you have been taking any drugs,
prescribed or otherw se, which dimnish
your alertness and your ability to react
qui ckly and nmake sound judgnents.

b) Al cohol - Do not report for work if you
are under the influence of intoxicants.
Al so, do not report for work if any
lingering effects fromdrinking
i ntoxi cants (such as a "hangover") would
di m ni sh your alertness and keep you
fromreacting quickly or would inpair
your judgenent.

2. Area Engineers - The Area Engineers are responsible
for:
a. Monitoring safety conditions and performance of

survey crews working on their projects.

b. Reviewing with the Party Chief the planning of al
surveys. Planning shall include:

1) The safest tinme of day that the survey can be
acconpl i shed.

2) The opti mum nunber of personnel to do the
j ob.

3) The assignnent of trained and qualified
personnel for the nore hazardous | obs.

3. Party Chiefs - Each Party Chief is responsible for the
wor k met hods and safety practices of his party.
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The Party Chief is in the best position to see that al
safety rules and procedures are followed and that al
work is performed safely. Do not attenpt to del egate
this responsibility. The Party Chief nust ensure the
use of the one best SAFE nethod for each operation.

a.

3) Request

Saf e Surveying Practices

1)

2)
3)

See that a copy of the Safety Manual is
al ways avail able to nmenbers of your party.

Enforce all elenents of the Safety Manual

Moni t or enpl oyees for drug and al cohol abuse.

Job Pl anni ng

1)

2)

enough

4)

5)

G ve safety first priority in planning each
survey.

As required for each job, devel op additional
safety practices.

personnel for safe surveying: for buddies,
| ookouts, flagman, etc.

| nsof ar as possi bl e, plan around hazards,
especially life-threatening hazards such as
traffic.

Avoi d assigning party nenbers to sol o-type
tasks that isolate themfromother party
personnel. Try to have each nenber working
with a buddy. (This is especially inportant
in high hazard areas, such as al ong roads and
nount ai n areas.)

Per sonal Equi pnment - See that each subordi nate
possesses or has avail abl e required personal
safety equi pnent. You nust see that enpl oyees use

this

equi pnent as required. |If an enpl oyee

refuses to use required equi pnent, do not allow
himto work. Dismss him wthout pay, for the

rest

of the day. Refer the matter to your

supervi sor.

Party Equi pnent - See that equi pnment and supplies
are safe to use.

New Enpl oyees
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1)

2)

3)

Show t he enpl oyee where the Safety Manual,
first aid kit, fire extinguisher, safety
flares, etc. is stored.

Adequat ely orient and begin training the new
enpl oyee in required work tasks before
allowing himto work al one at individual

t asks.

Apprai se the driving abilities of each new
enpl oyee before allow ng the enpl oyee to
operate a State vehicle.

NOTE: The appropriate Assistant Division
Chief is to notify the Party Chief if the new
enpl oyee has any driving restrictions.
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B

CHAPTER 1-00 - GENERAL
SECTI ON 1-05 ACCI DENT/ | NJURY REPORTS
Revi sed 11/01

GENERAL

1. Responsibilities - Accidents, injuries, and
work-related ill nesses shall be pronptly and properly
reported.

WORK

a. Party Menbers - Each enpl oyee nust report any
accident to his supervisor.

b. Party Chief - Each supervisor nust see that
reports are correctly prepared and pronptly
submtted. (If any injured enpl oyee cannot
prepare required reports, his supervisor shal
ensure subm ttal on the enployee's behal f.)

Submittal of Originals - Report all required accident
data on the original. A conbination of original

mat eri al and carbon copies of other material, which

t oget her conprises one report, is not acceptable.

Clarity and Conpl eteness - Make an accident report a
full and frank statenment of all facts in the case. Do
not conceal or mnimze essential facts. Consider

t aki ng phot ographs and drawi ng detail ed sketches to
clarify any facts. Make reports as conplete and
preci se as possi bl e.

Routing of Reports - Distribution of accident reports
is sonetines indicated on the various fornms. However
survey personnel shall submt reports directly to the
Division of Plats and Surveys Ofice.

RELATED | NJURI ES AND | LLNESS

Medi cal Treatnent - If injury or work-related ill ness
occurs and nedical attention is needed:

a. Routine Treatnment - Take or send the enployee to
any doctor on the approved physicians list. (A
copy of this list should be posted in each survey
vehi cle.)

b. Enmergency Treatnent - when an injury requires
energency treatnent, use the nearest nedica
facility, regardless of the "list".
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C. Enpl oyee Refusal - If the enployee refuses to see
an "approved" doctor in non-energency cases,
advise himthat he will be required to pay his own
medi cal expenses.

d. Information to G ve - The attendi ng physician
shall be inforned that:

1) He will be paid for his services.

2) The injured is an enpl oyee of the Maryl and
State H ghway Adm ni stration.

3) Bills are to be sent to the Maryland State
Acci dent Fund.

2. | ndustrial Injury Reports

Three different forns are used in reporting personal
injuries. The three forns to use are:

a. Department of Transportation Form D. PER- 033( 1-82),
Report of Accident/Incident.

b. Enpl oyer's First Report of Injury Form No. C1

C. Ear ni ngs Report to the Maryland State Accident
Fund.

MOTOR VEH CLE ACCI DENT

The gl ove box of each state-owned vehicle contains a
"Vehicle Accident Kit". This has instructions on accident
reporting and accident report form"ACORD 2(5/86)." (If the
Kit or its contents are m ssing, obtain a replacenment from

t he Division of Mintenance.)

The State is self-insured and the State Treasurer contracts
with a clains adjustnment conpany. Pronpt handling of
accident reports mnimzes the chances that the State wll
be di sadvant aged.

|f you are injured while operating or riding in a State
vehicle, submt personal injury reports in addition to the
vehi cul ar accident forns.
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CHAPTER 1-00 - GENERAL
SECTI ON 1-06 VEH CLES
Revi sed 11/01

GENERAL

Vehi cl e operation and care are joint responsibilities of al
survey party nenbers. Sone of these responsibilities are:

1. Use of seat belts by all.

2 Use of defensive driving techniques.

3. bservance of all State and | ocal vehicle regulations.
4

Operation within the physical and nechani cal
[imtations of the vehicle.

5. Preventi on of vehicl e abuse.

In addition to the above, the Party Chief is responsible for
appoi nting capable and qualified drivers and training party
menbers in safe vehicle operation.

Pronptly report all accidents, work damage, and traffic
citations to your Party Chief. The Party Chief will then
forward the information to his supervisor.

SAFETY

If you drive State vehicles you nust |earn and heed the
vehi cul ar safety instructions in Chapter VIl of the Safety
Manual .

A survey truck driver has added responsibilities and has a
harder job than the driver of sedans or pickups. He nust
control a larger vehicle under conditions of all-around
visibility.

M SUSE
M suse of a State owned vehicle includes the follow ng:

1. VWhen driven or used otherwi se than in the conduct of
St at e busi ness.
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2. Carrying in the vehicle any persons other than those
directly involved with official State business, except
wi th approval of the enployee's i mredi ate supervi sor
for each trip.

3. The State Hi ghway Adm nistration also regards the
foll owi ng as m suse of state-owned vehi cl es:

a. Nonconpliance with traffic | aws.

b. Unsafe driving practices, including failure to use
seat belts.

C. Failure to conply with Adm nistrative procedures.

d. | nproper parking or storage of State vehicles.

e. Failure to take necessary safeguards to protect

St ate equi pment stored in vehicles.

f. The i nproper operations of the vehicle or failure
to provide appropriate service procedures, causing
damage to or premature failure of equi pnent
conponent s.

4. Addi tional Cuidelines - The drivers of State vehicles
are subject to critical public observation. Avoid the
slightest appearance of m suse and be exenplary in al
vehi cl e operati ons.

As a guide, avoid:

a. Par ki ng State vehicles overnight on streets.

b. Par ki ng on private | ots w thout perm ssion.

C. Carryi ng passengers who are not on offici al
busi ness.

d. Exceedi ng posted speed limts.

e. Di spl ayi ng signs, posters, pictures, stickers,

decal s, or nessages, which are not approved by the
Department or required by |aw

f. Dirty and disorderly vehicles.
SECURI TY
As an operator or user of State vehicles, you are

responsi ble for the security of the vehicle and its contents
when parking it overnight.
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The foll ow ng security precautions will help:

1
2.

7.
8.

Park off the street whenever possible.

Leave vehicle in "low' or "reverse" in nanua

transm ssions, or "park"™ in automatic transm ssions and
with the hand brake firmy set. |[If parked on a grade,
turn the front wheels into the curb. |If the road does
not have a curb, turn the front wheels so the vehicle
will roll away fromthe road.

Renove ignition keys.

Cl ose all w ndows.

Lock total station instrunent, level, and radios in
metal security box.

Conceal attractive and val uable equipnment. (Al such
equi pnent shoul d be stored out-of-sight.)

Lock all doors and conpartnents.

Set burglar alarm system

PURCHASES OF PETROLEUM PRODUCTS, SERVI CES AND PARTS

1

Policy - Perm ssible routine purchases of expendabl e
suppl i es and services and energency parts and services
shal |l be nmade at the | owest possible cost to the State.

a. Preventive Maintenance - Operators of State
vehi cles shall follow the practices prescribed in
Di vision of Maintenance Directives. This wll
m nimze the need for energency purchases from
"out si de" sources.

b. State Sources - \Wen accessible, supplies for
vehi cl es shall be acquired from State stock.

1) Fuel - Bulk-fuel facilities (which are
generally located at District Mintenance
Shops, District Ofices, and nost naintenance
stations) of the State shall be the first
choice for fuels for State vehicles, only.
Purchase fuels from conmmercial vendors only
when State bul k fuel is not reasonably
avai l able. Before leaving on a trip that
m ght consune a tank-full or nore of fuel,
see that the fuel tank of a State vehicle is
filled at a State bul k-fuel facility.
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2) G| Changes and Lubrications - Wenever
possi bl e, arrange for routine maintenance to
be perforned at a State facility. This wll
save on the cost of petrol eum products and
filters. In addition, it will enable the
enpl oyee doing the work to inspect for
vehi cl e probl ens or additional preventive
mai nt enance needs.

Qut si de Sour ces

Fue! - Self-service i sl ands of connercial
facilities nust be used whenever avail abl e.

Credit Card Usage - In recent years the State has been
using a nmulti-conpany credit card. This card provides
maxi mum flexibility for State enpl oyees when petrol eum
products and vehicular parts and services nust be
obtained from private vendors. Wen using this credit
card observe the foll ow ng precautions.

a.

Checks for Card Acceptance - Anong the conpanies

t hat honor the card are Exxon, Anbco, Texaco,

Shel | and Chevron. However, an individual station
proprietor m ght not accept the credit card.

Check for acceptance before delivery of products
or service is begun.

Fuel s - Gasoline may be purchased w t hout
restrictions for State vehicles, as long as a
State bul k-fuel facility is not accessible.

Enpl oyee Responsibilities - Each operator of a
State vehicle nust help assure proper credit card
usage through the foll ow ng actions:

1) Determine if the vendor accepts the credit
card before delivery of supplies and/or
servi ces begins.

2) Ensure that the charge ticket shows al
pertinent information such as price per
gal l on, nunber of gallons, total cost and
vehicle |icense nunber.

3) Protect the card by returning the card, after
each usage, to the proper storage place in
t he vehicle.

4) Use the credit card only for the particul ar
vehicle that the card is assigned.
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Cash Purchases

| f products or services cannot be obtained through the
credit card, the enployee may pay cash. Rei nbursenent
is through a "Enpl oyee Expense Statenent” SHA 30-502-L.

F. PREVENTI VE MAI NTENANCE PROGRAM

1

Gener al

The State's preventive maintenance guidelines are to be
foll owed in servicing and mai ntai ni ng passenger cars,
station wagons, vans, pickups, and all other trucks or
transportation type vehicles equi pped with speedoneter
or odoneter and serviced on a m | eage sequence.

Pur pose

To mnim ze wear and danage, and to avoi d nechani cal
failure attributed to lack of service and mai nt enance
at proper intervals. To increase performance and
production, prolong useful |ife of equipnent, increase
availability, inprove safety of operation, increase

di sposal val ue, inprove public inmage, naintain
favorabl e enpl oyee noral e, and | ower operation
ownership cost in final analysis.

It is the duty of all operators of State-owned

equi pnent and their supervisors to make the equi pnent
avai l able to the proper SHA shop when service is
required. It is the duty of all shop personnel and
their supervisors to perform service operations

pronptly and properly.
Rout i ne Mai nt enance

The first or initial oil change, oil filter change and
i nspection on a new vehicle shall be performed at 1,000
mles or 60 days, whichever occurs first.

After initial inspection, the regular inspection period
will be every 4,000 mles, or 6 nonths, whichever
occurs first. This inspection wll include a conplete
| ubrication along with other services.

Every 12,000 nmles a "C' maintenance will be perforned
on the vehicle. The extent of this service requires
that the vehicle is taken to the Southern Avenue garage
or Hanover Traffic Shop and a "spare" vehicle be used
until the service is conpleted.

Ext eri or Mintenance - Washing, Polishing, Etc.
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The vehicles are to be washed whenever needed,
accordi ng to appearance weat her and road conditions.
Flushing with cold water and conpl ete washing is
encour aged, as soon as possible after traveling

hi ghways treated with chem cals during the w nter
nont hs.

A new vehicle is not to be polished and/ or waxed for at
| east six nonths; thereafter, it shall be polished and
waxed at | east once each year (check the manufacturer's
manual - sone paint finishes never require polishing).

Al'l rust damage, dents, scratches, etc., are to be
repaired a soon as possible. Until repairs are nade,
vehi cl es whi ch have chi pped paint, nust be waxed nore
frequently to avoid corrosion or spread of rust.
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CHAPTER 1-00 - GENERAL
SECTI ON 1-07 COVMUNI CATI ONS
Revi sed 11/01

GENERAL

Good communi cations are essential to efficient and safe
operations. Every enployee nmust strive to nake his
communi cations as effective as possible. Beside the usual
verbal and witten comuni cations, PSD nmay directly or
indirectly use the foll ow ng communi cati ons systens:

Tel ephone
Mobi | e Radi o
FAX Systens
Pager s

PONE

This section deals only with information regarding the use
of the tel ephone and nobile radi o systens. Personnel who
need to use the FAX system shoul d obtain specific
instructions fromthe operators of this system

TELEPHONE

I nstructions for tel ephone usage, | ocal and |ong distance,
are found in the State directory. Be especially aware of
t hese gui del i nes:

1. State tel ephones are for the conduct of State business.
2. When receiving and placing tel ephone calls, always
identify yourself. For exanpl e:
a. Answer a call thus, "Surveys, Charles Streeter
speaki ng";
b. Place a call in this manner, "This is Leroy
Haber sack of the State H ghway Adm nistration, may
| speak to ..."
3. Do not nmake any personal toll calls that will be

charged to the State.
MOBI LE RADI O SYSTEM
1. CGeneral - The Federal Communi cations Comm ssion (FCO

has licensed the Adm nistration to operate a short-wave
radi o system
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This prinme system consists of approximtely 70 base
stations and hundreds of nobile units. Mbile units
i ncl ude radi o-equi pped vehicles and portable, "Walkie
Talkie," radios. It is classified as a nobile radio
system In addition, the Adm nistration operates a
statewi de m crowave systemto extend the range of the
prime system

Channel Assignnents - The Engineering Districts are
assi gned a single channel (frequency) froma statew de
group of five channels. The assignnent of channels

t hroughout the State is made so inter-district radio
interference is mnimzed. The channels are assigned
as follows:

Channel Frequency Assi gned To

1 47. 32 Headquarters

2 47. 26 Bri dge Renedi a

Traffic

3 47. 40 District 1

4 47. 14 District 2

5 47. 20 District 3

6 47.10 District 6

7 47.12 District 7

8 47.02 District 5

Al'l shops and nobiles can be switched to Channel 1 for
communi cati ons during energency conditions.

Mobile Unit ldentification Nunbers - A unit
identification nunber will be assigned to each nobile
unit (vehicle and portable radios). Affix this
identification nunber to the unit for reference when
calling and answering (see Operating Procedures in this
topic). Al nobile units assigned to PSD are in the
800 series. Listings are issued to each operator
whenever changes in radi o assi gnnents occur.

Operating Procedures

a. Safety - Radio transm ssions can di scharge
el ectric blasting caps. Never transmt near
bl asting operations without first receiving
cl earance fromthe foreman in charge.
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M crophone Techni que - Hold the m crophone an inch
or two fromthe nouth. Do not let the |ips touch
the m crophone; this causes extraneous noi ses.

Strive to make each word and syllable distinctly
understood. The listener's full attention can
then be focused on the neani ng of what you say.
Choose words that have a clear, definite neaning
and speak at a noderate rate. Use the "10-Code"
(see paragraph f) to mnimze words.

Do not shout into the m crophone. This results
only in distortion and nakes your nessage nore
difficult to understand.

Calling and Answering - In calling and answeri ng,
base stations are identified by their geographi cal
| ocations while nobile units (vehicle and
portable) are identified by their unit

i dentification nunber.

Whet her calling or answering, the identification
of the radio should be given first. For exanpl e,

SOC calls District 4 thus:
"SOC District 4"

District 4 then answers SCC,
"District 4"

Once the initial contact has been nade, further
identification is not necessary until sign-off,
the FCC requires that each station (unit) identify
itself at the end of each contact (at the end of
each series of transm ssions). The base station
must use the call assigned by the FCCto its
transmtter, as shown on the license. The nobile
unit uses its regular unit identification nunber
such as "806".

Message Handling - Wen transmtting a nessage,

whi ch nust be witten, allow the other operator
time to wite. Speak in natural phrases. Use the
phoneti c al phabet (see paragraph g) for difficult
or unusual words.

On a |l ong nessage pause at thirty-second intervals
and ask if the nmessage has been received thus far.

When a portion of a nessage is mssed, do not ask
for the entire nmessage to be repeated; ask only
for the part you m ssed.
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10-1
10-2
10-3
10-4
10-5
10-6
10-7
10-8
10-9
10-12
10-13
10-17
10-18
10-19
10- 20
10-21
10- 22
10- 23
10- 24
10- 25
10- 30
10- 33
10- 36
10- 37
10- 39
10-41
10-42
10-43
10- 44

This can be done by using such phrases as "10-9
word after...", 10-9 word before..., and "10-9 al

bet ween. .. and ..

e. Courtesy - Develop the habit of listening before
you transmit. Do not break into another's
transm ssion. Genuine energenci es are excepted

fromthis rule.

Keep all transm ssions as short as possible. This
is required by FCC rules,
because others m ght be waiting to use the
channel. Do not chatter idly or tal k about

personal nmatters.

The use of obscene or

and it is practical

pr of ane | anguage on the

radio is a violation of the Federal Crim nal Code.

f. The 10-Code - Use the 10-Code to conserve time and

communi cate clearly.

The

followwng is a list of

10 codes used by the State H ghway Adm nistration
and the Maryl and State Police:

Unabl e to copy signal
Recei vi ng wel |
Stop transm tting!/Emergency
Acknow edgenent
Rel ay / Rel ay nessage
Busy
Qut of service
In service
Repeat
St andby

Weat her/road conditions
Meet conpl ai nant

Qui ckly

Return to station
Locati on

Call by tel ephone

Di sregard

Arrived at scene

Assi gnnment conpl et ed
Report in person
Unnecessary use of radio
Emer gency

Correct tine
Suspi ci ous vehicle
Urgent use light/siren
Begi nni ng tour of duty
Endi ng tour of duty

| nf or mati on

Perm ssion to | eave

10- 50
10-51
10-52
10-53
10- 54
10- 57
10- 58
10-59
10-61
10- 62
10- 63
10- 64
10- 65
10- 66
10- 67
10-68
10- 69
10-70
10-71
10-72
10-73
10- 74
10-75
10- 76
10-77
10-78
10- 82
10- 84
10- 85

Accident (F, PI, PD)
W ecker needed

Ambul ance needed

Road bl ocked at :

Li vest ock on hi ghway
Hit and run

Direct traffic

Convoy or escort
Personnel in area
Reply to nessage
Prepare to make witten
Message for |ocal del.
Met nessage assi gnnment
Message cancel | ation
Cl ear for network nes.
Di spatch information
Message recei ved

Fire alarm

Advi se nature of fire
Report progress of fire
Snoke report

Negat i ve

In contact with

In route

ETA

Need assi stance
Reserve | odgi ng

| f meeting advise ET
Del ayed due to ..
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10-45 Animal carcass at ... 10-86 O ficer/operator on duty
10- 46 Assist notori st 10-87 Pi ckup/distribute checks
10-47 Energency road repair at ... 10-88 Present tel ephone nunber
10-48 Traffic standard repair at...10-92 I nprop. parked vehicle
10-49 Traffic light out at ... 10-97 Check (test) signa
g. The Phonetic Al phabet - The phonetic al phabet is

designed to aid in the spelling of difficult or

unusual words. There are several versions of this

al phabet. The one adopted by the Adm nistration

is:

Adam John Sam

Boy Ki ng Tom

Charl es Li ncol n Uni on

Davi d Mar y Vi ct or

Edwar d Nor a WIliam

Fr ank Ccean Xr ay

Ceor ge Paul Young

Henry Queen Zebr a

| da Rober t

As an exanple, the word "phonetic" would be

spell ed as foll ows:

Paul Henry Ocean Nora Edward Tom I da Charl es

h. Operating Problens - When you have trouble with

your radio, pronptly report the specifics to your
communi cations technician. But, do not
automatically assunme that your radio is at fault
when you are unable to communicate with a desired
station. The other radi o, associated control

equi pnent, or repeater station m ght be defective.
Al so, the operator at the other radio m ght be
tenporarily away fromhis unit; you could be out
of range or in a "dead" spot; or the other radio
m ght be turned off.

Operating Range - The prine system operates on the
VHF band. At these high frequencies, radi o waves
act sonmewhat like [ight waves. They wll not bend
around corners, although they sonetines defl ect
around obstructions. Range is shortened when
obstructions are between the radio units or when
the units are over the horizon from each other.

In netropolitan areas range is usually shortened
because of the shielding effect of buildings.
This sanme effect occurs when inside tunnels or
metal bridges. Therefore, operating range varies
wi th operating conditions.
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Opti mum "Poi nting" - Radios do not work equally
well in all directions. There is a "best"
direction for each.

Operational Aids - If you are unable to
communicate with a desired station (unit), it

m ght help to change | ocation or nove to a higher
el evati on.
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CHAPTER 1-00 - GENERAL
SECTI ONS 1- 08 WORK HOURS AND TRAVEL
Revi sed 11/01

GENERAL

Field personnel of the Plats and Surveys Division, due to
their Statewi de work responsibilities, frequently find it
necessary to travel long distances fromtheir pernanent
resi dences.

DEFI NI TI ONS

1. Headquarters - The Baltinore Ofice.

2. Resi dence of Record - The permanent residence of an
individual as on file with the Plats and Surveys
Di vi si on.

3. Assi gnnent - The geographic | ocation where an
i ndi vi dual or surveys party is directed to report for
wor K.

4. Local - The work assignnent is less than 60 mles from
the Party Chief's residence.

5. Qut-of-town - The work assignnment is 60 mles or nore
fromthe Party Chief's residence.

WORK HOURS

1. Local

Enpl oyees shall travel on their own tinme to and from
the work site or designated neeting place. This
appl i es whether state or personal vehicles are used.

Unl ess approved by the Division Chief or an Assistant
Division Chief, the work hours are from7:00 AM unti |
4:00 PMwith 1 hour for lunch. |If conditions dictate,
the Party Chief may deviate fromthis schedule ONLY

W TH THE ASSI STANT DIVISION CHEFF'S OR DIVISION CH EF' S
APPROVAL.

2. Qut - of -t own
The work hours for out-of-town shall be the sane as

not ed above except for arrival and departure days as
not ed bel ow.
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This policy supersedes all previously issued witten or
unwitten direction. This applies to all Survey Section
Party Chiefs who are required to secure overnight | odging
because of out-of-town status.

I NI TI AL TRAVEL DAY

Travel Di stance from Residence to Arrival Tine on Job

Job Site Site

Up to 150 mles no |l ater than 8:00
a.m

151 mles to 175 mles no | ater than 8: 30
a.m

176 mles to 200 mles no later than 9: 00
a.m

Any m | eage greater than 200 m |l es, per 25 mles

add 30 m nutes

DEPARTURE DAY

Travel Distance fromJob Site to Departure Tine from

Resi dence Job Site

Up to 150 mles no earlier than 3:00
p. m

151 mles to 175 mles no earlier than 2:30
p. m

176 mles to 200 mles no earlier than 2:00
p. m

Any m | eage greater than 200 m nutes per 25 mles
m | es, subtract 30

The travel distance and Arrival Tine/Departure Time that the
Party Chief wll use for the Initial and Departure Days w ||
be assi gned when the survey crew receives the project
assignnents. Al other assignnents shall be carried out

bet ween the hours of 7:00 a.m and 4:00 p.m except when a
change is authorized by the D vision Chief or Assistant

Di vi si on Chi ef.

D. LODAE NG

1.8.2



When the job site is 60 mles or nore fromthe Party Chief's
residence, the Party Chief will secure | odging and take neal
al | omances for hinmself and those nmenbers of his crew who
reside 60 or nore mles f