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Subject: Employee Attendance at Formal Training 
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An employee from your office will soon be attending the formal training program described in 
the attached.  Please insure that the employee is fully prepared to attend the session and 
that the groundwork is laid for the employee’s implementation of the training upon returning 
to work. 
 
You can assist with capturing the full value of the training by taking the following steps: 
 

Prior to Training 
 

1. Make sure that specific employee needs are identified and, if necessary, called 
immediately to the attention of the Training Coordinator. 

2. Review with the employee the reason for the employee’s attendance. 
3. Review objectives and agenda with the employee. 
4. Discuss objectives and performance expected after the training. 
 

Immediately Following Attendance 
 
1. Discuss what was learned and intended uses of the training. 
2. Review the employee’s assessment of the training program for its impact at the 

workplace and review the due date of the Post-Training Evaluation form. 
3. Support the employee's use of the training at the work place. 
 

Prior to Three Months Following Training 
 
1. Employee after discussion with the supervisor login to the Employee Training 

Management System (ETMS) to complete the Post-Training Evaluation form. 
2. Supervisor evaluates the effectiveness of the training on the employee’s job 

performance and login to the ETMS to complete the Training Effectiveness 
Assessment form. 

 
Thank you for your assistance in seeing that the full benefit of training is realized. 

 
 
Tina L. Williams 
Department Training Officer 
 

Attachment 
 

cc:  Participant 
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FORMAL TRAINING GUIDELINES 

Welcome to formal training, an essential component in your career development. 
 
Since 1969, our Department has been providing a continuously changing number of 
diverse training programs at its main training facility, the William Penn Mott Jr. Training 
Center and other locations including Marconi Conference Center. The Department 
strives to enhance your learning and job performance with formal training of the highest 
quality.   
 
Our Department’s dedication to training is only one aspect of its commitment to you 
and to the public.  This commitment is costly and represents an important investment in 
you and your career.  You and the Department realize a return on that investment by 
your positive participation in formal training itself and post training follow-through. 
 
The program you will be participating in is described in this training syllabus, which 
outlines what you can expect from this training and what is expected of you.  This 
syllabus details what you should do before you leave for training; what to do when you 
arrive; what you will be doing while in training; and, importantly, what you should be 
able to do when you return to your work site.  Specifically: 
 
1. SYLLABUS:  The syllabus is now accessible on the Employee Training 

Management System (ETMS).  You should print a copy of the syllabus to bring 
with you to class.  Your copy of this syllabus is an important part of your training 
experience and should be brought with you to training.  Read it before you arrive 
and review it following the program along with material you received at training. 

 
2. PRE-TRAINING ASSIGNMENTS:  Your completion of pre-training assignments is 

essential to the success of your training.  You are responsible for all reading 
assignments in preparation for classroom sessions.  Time will be provided during 
working hours to accomplish any assignments which involve either individual or 
group efforts and resources.  (Pre-training assignments are listed in the "Training 
Attendance Requirements" section.) 

 

 
THE MISSION 

of the California Department of Parks and Recreation is to provide for the 
health, inspiration and education of the people of California by helping to 
preserve the state’s extraordinary biological diversity, protecting its most 
valued natural and cultural resources, and creating opportunities for high 

quality outdoor recreation. 
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3. TRAVEL:  Arrange your travel to and from the training through your District or 
Office.  (No reimbursement for travel expense - including per diem costs - will be 
approved for travel not specifically authorized in advance by the District 
Superintendent.)  Individuals may claim reimbursement for incidental expenses 
incurred as outlined in DAM 0410.6.  The Mott Training Center does not have the 
capability to provide transportation to/from Monterey Airport. 

 
The cost of your travel (air fair, mileage, rental car, etc.) is paid by your District or 
Office to and from the location of the training. 

 
4. HOUSING:  Housing will be assigned to you on a shared-room basis and will be 

available from 3:00 p.m. on the date of arrival to 12:00 noon on the date of 
departure.  The Department provides your room and board expenses at the Mott 
Training Center only.  No per diem allowance will be authorized for living off-
grounds.  This does not preclude living off-grounds at your own expense.  Please 
advise the Department Training Officer no later than one week before your 
scheduled arrival if you plan to live off-grounds.  No animals are permitted in 
Asilomar housing.  In the event of an emergency, staff must know your room 
assignment, therefore, you may not switch rooms without staff approval. 
Overnight guests are not allowed in the buildings unless registered beforehand at 
the front desk in Asilomar's Administration Building.  Quiet hour for lodge living 
areas is 10:00 p.m. 

 
Please Note:  You may be assigned a room at a motel while attending 
training. If so you may be asked to present a valid credit or debit card while 
checking in to your room.  Many motels require a credit card to cover 
charges incurred such as telephone calls, damages to rooms and/or 
furnishings, fees to clean rooms that have been smoked in that are not 
designated as smoking rooms, etc. Please be prepared to handle this 
appropriately. 

 
5.  ENROLLMENT OR HOUSING CANCELLATION POLICY:  To cancel 

participation in a course, the participant must have their District 
Superintendent or Section/Office Manager send an email to the Training 
Specialist assigned to the course requesting to remove the participant. If 
you do not need lodging or must change or cancel your reservation for 
lodging, you must contact the Mott Training Center or Training Specialist 
assigned to the course at least 72 hours prior to your date of arrival. 
Lodging, registration, and associated fees will be charged to the employee’s 
District or Section/Office if a training cancellation is received with less than 
72 hours notice. 

 
The Mott Training Center is committed to ensuring that the reservation that 
has been made for you is accurate and needed. 
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6. OFF-GROUNDS ACCOMMODATIONS:  When authorized to stay off-grounds by 
the Department Training Officer, the Mott Training Center will pickup the cost of 
your room and meals at the current DPR Asilomar rate.  If you stay off grounds 
and have meals on grounds, the Mott Training Center will authorize only what the 
Department pays Asilomar for lodging. 

 
7. MEALS:  Meals will be provided, semi-cafeteria style, from dinner on the date of 

arrival through lunch on the date of departure.  Meals will be served at 7:15 a.m. 
for breakfast, 12:00 noon for lunch, and 6:00 p.m. for dinner.  Hot or box lunches 
may be provided on some days.  If you require a special diet, notify the Asilomar 
Chef at 831-372-8016 no later than one week before your scheduled arrival. 

 
In order to assist participants with limited mobility, Asilomar provides a shuttle to 
and from the dining hall.  Please contact either Asilomar staff upon check in, or 
Mott Training Center staff upon your arrival, for instructions on arranging a 
transport. 

 
8. CLOTHING:  Field uniforms as found in “Description of Required Field Uniforms”, 

DOM Chapter 2300, Uniform Handbooks, not including optional items, will be 
worn daily by all uniformed employees during formal training sessions unless 
otherwise specified in the Program Attendance Checklist.  Non-uniformed 
employees shall wear professional business attire. 

 
Because we are on the conference grounds with many other groups, and the 
image we project as State Park employees is important not only during working 
hours but off duty hours as well, your informal sportswear should be appropriate. 

 
9. ROOM SAFES:  Two safes have been installed in each of the lodge rooms used 

by the Mott Training Center (Live Oak, Tree Tops, and Deer Lodge).  These safes 
are a type that allows the user to input their own combination of numbers to 
facilitate opening and closing.  The Mott Training Center has a master key for 
emergency entry.  Safes are to be left in the open position when checking out of 
your room. 

 
10. WEAPONS:  Weapons are permitted in rooms under the following conditions.  

Authorized firearms and magazines stored while at the Mott Training Center shall 
be in a safe condition and stored in one of the following locations:  your room safe 
in Live Oak, Tree Tops, or Deer Lodge, one of the Mott Training Center’s safes in 
the Whitehead Room or secured in your vehicle. 

 
11. ALCOHOLIC BEVERAGES:  Participants shall not possess or consume alcoholic 

beverages in common areas (living room) while on the Asilomar Conference 
Grounds unless provided and hosted by Concessionaire ARAMARK. 

 
12. SMOKING:  Smoking is not permitted in the Mott Training Center or in any lodge 

or guest room on the Asilomar Conference Grounds. 
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13. TRAINING CENTER:  The Mott Training Center is located on Asilomar 
Conference Grounds, part of Asilomar State Beach.  The Conference Grounds 
are operated for our Department by a concessionaire, and all lodging and food 
services are provided to us by employees of the concessionaire.  Constant efforts 
are made to maintain a sound, harmonious working relationship between the 
Department and concessionaire.  None of us can expect preferential treatment for 
any reason and, as a departmental employee, you will be expected to join in our 
continuing effort toward an effective relationship with each Asilomar concession 
staff member.  On occasion, non-departmental groups may be staying in the 
same lodges.  It is imperative that you represent the Department well on and off 
duty. 

 
14. REGISTRATION:  When you arrive at Asilomar Conference Grounds, go directly 

to the front desk at the Asilomar Administration Building for your room key and 
dining room ticket.  If you require vegetarian meals, notify the front desk 
representative and your meal ticket will be marked accordingly. 

 
15. COURSE LEADERS:  The formal training you will attend is developed and, for the 

most part, conducted by experienced State Park employees in field and staff 
positions.  Some courses will be conducted by qualified instructors from other 
agencies and educational institutions.  Your course leaders have proven their 
ability and knowledge in their profession, and provide a level of expertise difficult 
to match. 

 
16. TRAINING SECTION STAFF:  Chuck Combs is your Training Specialist and has 

been assigned the responsibility for your training group. The staff member usually 
serves as a Course Leader as well as a Coordinator. During the program, you 
may be asked to assist Training Section Staff in the logistics of your training 
program (organizing field trip transportation, supervising classroom breaks, etc.). 
Training Section Staff will do all within their power to make your training 
experience pleasant and meaningful. 

 
17. TRAINING MATERIALS:  May be made available to you at both your unit and the 

Mott Training Center.  Handout materials issued at your unit should be brought to 
training for possible use.  A conference binder or notebook will be issued to you at 
the training session for note taking and convenience in handling materials.  
Copies of DAM and DOM will be available to you for self-study.  Bring your own 
pens and pencils. 

 
18. ATTENDANCE: Regular attendance is a critical course requirement and your 

participation is important to the success of this training.  All absences, except 
those of an emergency nature, must be approved in advance by the Training 
Specialist. 

 
19. COLLEGE CREDIT:  Most training programs are accredited by Monterey 

Peninsula College for lower division credit.  If you successfully complete an 
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accredited program, you will receive either a letter grade or a credit/no-credit 
designation. 

 
20. MPC STUDENT ID:  If you have filled out an MPC application before, you 

have already been issued a student ID number to use in lieu of your SSN on 
future applications. You can obtain your MPC ID number by going to their 
secure website and providing your SSN number (no name required) and 
birthdate.    

 
 https://autobahn.mpc.edu/scripts/autobahn.exe/Execute?Application=WebR

eg&Program=REPORT-SR-FIND-SSN 
 
 Newcomers to training will still need to provide their SSN on the first MPC 

application only, after which a student ID number will be assigned and 
available at the web address above within a few weeks of the program’s 
conclusion.  You can store your MPC ID numbers in your ETMS Profile for 
future reference. 

 
21. VEHICLES:  All vehicles should be parked in the lots adjacent to the Mott Training 

Center.  Any questions regarding use of a State vehicle while at the Mott Training 
Center should be discussed with your supervisor prior to your departure for 
training, or with your Program Coordinator while at the Mott Training Center. 

 
22. BICYCLES:  If you bring your bicycle, store it in the bicycle shed next to the Mott 

Training Center.  Bicycles may not be brought into any building nor chained to 
lamp posts, trees, etc.  The Mott Training Center has a limited number of bicycles 
available for your use.  Prior to your use, you are required to complete a safety 
inspection and sign a waiver which is posted in the bicycle shed. 

 
23. MAIL:  Mail forwarded to you during your time at the Center should be addressed 

to you in care of: 
Department of Parks and Recreation 

WILLIAM PENN MOTT JR. TRAINING CENTER 
P. O. Box 699, Pacific Grove, CA  93950 

 
24. CELL PHONES:  As a courtesy to your fellow participants and course leaders 

ensure that your cell phone is turned off during classes.  Participants should not 
be receiving or making cell phone calls during class time.  Please limit those calls 
to your breaks. 

 
25. FAX:  The Mott Training Center's FAX number is (831) 649-2824. 
 
26. TELEPHONE:  Limit phone calls during classroom hours to urgent business or 

emergencies.  Anyone wishing to contact you by telephone during working hours 
should call the Center at (831) 649-2954.  Calls after 5:00 p.m. or during 
weekends should be made to (831) 372-8016, Asilomar Conference Grounds, and 
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the caller should tell the switchboard operator you are with a California State 
Parks training group.  Please Note:  There are no longer pay telephones 
outside of the Mott Training Center.  There are pay telephones located at the 
Asilomar Administration Building. 

 
27. LAUNDRY AND DRY CLEANING:  May be taken care of by you at one of several 

local establishments. 
 
28. RECREATION:  Facilities available on grounds include a heated swimming pool, 

ping-pong and pool tables, and a volleyball court.  The Monterey area offers 
horseback riding, golf, tennis, racquetball, deep sea fishing, and many historical 
landmarks and scenic sights to explore. 

 
29. POST-TRAINING ASSIGNMENTS:  In connection with formal training are to be 

completed under the direction of your supervisor.  See "Program Attendance 
Requirements" in this syllabus. 

 
30. COFFEE BREAK REFRESHMENTS:  Will be available throughout each session.  

You will be asked to contribute to the "Hospitality Fund" to defray expenses.  
Please bring your own coffee cup. 
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PROGRAM ATTENDANCE CHECKLIST 
 
To assist you in your preparation for formal training session at the William Penn Mott 
Jr. Training Center the following list is provided: 
 
1. Read and understand the Basic Carpentry Skills program syllabus prior to your 

arrival at the Training Center. 
 
2. Complete the following pre-training assignments: 
 
  Discuss the Basic Carpentry Skills program with your supervisor.  What 

specific changes in your abilities and performance are expected as a result 
to you attending this training?  List these expectations along with your 
own under "Expectations" on the "Tool and Equipment Check List". 

  See the Study Guide in the attachment. 
 
  Complete the Pre-Training Assignment by using the excerpts from your 

text, How to Build a House. The complete text will be given to you at the 
first meeting of the class. See the Study Guide in the attachment. 

 
  Discuss the projects you will be assigned in the next twelve months which 

will utilize the skills developed during the training program. 
 
  Make arrangements with your supervisor to demonstrate your ability to safely 

use the items listed on the Equipment Check Sheet.  All items must be 
initialed by your supervisor, or your supervisor’s representative, and signed 
by your District Maintenance Chief for you to participate in the practical 
portion of the training program. 

 
NOTE: The Pre-Training Assignment , Tool and Equipment Check List, and 

Expectations will be collected during the program orientation.  Completion 
of all the pre-training assignments and bringing the required safety 
equipment are mandatory and will count for 20% of your program grade.  If 
you have questions or need help, call the Training Specialist, Chuck Combs at 
(831) 649-7124, or E-mail chuck@parks.ca.gov. 

 
3. Arrange your travel through your District Office. 
 
4. Remember to bring the following with you to training: 
 
  Program syllabus, and all pre-training assignments. 
  Personal safety equipment (eye, ear, head and hand protection). 
  Coveralls or appropriate work clothing. 
  Foul weather gear (due to the possibility of rain during the program, it is 

required that you bring rain gear with you). 
  Proper field uniform, see Formal Training Guidelines #8. 
  Coffee cup, reusable water bottle, alarm clock, pens, pencils. 
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POST-TRAINING ASSIGNMENT 
 
 
Prior to ninety days after the completion of this program, the employee and his/her 
supervisor should sit down and discuss the impact and assess the effectiveness this 
program has had on the employee.  Then both the supervisor and employee should 
login to the Employee Training Management System (ETMS) and complete the Post-
Training Evaluation form (an email will be sent to both employee and supervisor 
notifying them that the evaluation needs to be completed). 
 
The post-training evaluation process is intended to provide a bridge between 
classroom instruction and the on-the-job application of training.  The information 
obtained through this process will assist the training participant, supervisor, and 
Training Center in providing a return on the investment the Department has on training. 
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BASIC CARPENTRY SKILLS GROUP 22 – A G E N D A – November 28-December 2, 2010 
 

Instructors:  Rob Cairns and Greg Yanchus 
Assistant Program Coordinators:  Mike Whitsel, and Les Sturges 

 
Sunday 
November 28 
1500- REGISTRATION:  Check in at the Asilomar All 

 Administration Building. 
 
Special Notice:  This program will be conducted at the Mott Training Center Shop 
Annex, 2211 Garden Road, Building C, Monterey, California.  Vans are available to 
transport you to and from the Shop Annex and will leave the Mott Training Center 
promptly at 0800 daily and return at 1700. 

 
Monday 
November 29 
0830-0900 Program Orientation/MPC Registration Combs 
0900-1030 Pre-Training Assignment Review Cairns 
1030-1130 Task Hazard Analysis All 
1130-1200 Tool Safety All 
1200-1300 Lunch 
1300-1400 Tool Identification and Maintenance Cairns/Yanchus 
1400-1630 Building Repairs/Securing a Load Yanchus/Cairns 
 
Tuesday 
November 30 
0830-1200 Shop Project/Construction Project All 
1200-1300 Lunch 
1300-1630 Shop Project/Construction Project All 
 
Wednesday 
December 1 
0830-1200 Shop Project/Construction Project All 
1200-1300 Lunch 
1300-1630 Shop Project/Construction Project All 
 
Thursday 
December 2 
0830-0930 Wood and Wood Substitutes Cairns  
0930-1030 Framing and Tool Review Cairns 
1030-1100 Exam All 
1100-1130 Exam Review Cairns 
1130-1200 Program Summary and Evaluation Combs 
1200 Lunch and Depart 
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BASIC CARPENTRY SKILLS TRAINING PROGRAM 28 HOURS 
 
PROGRAM OUTLINE HOURS 
 
ORIENTATION.............................................................................................................   2.0 
Program Overview and MPC Registration....................................................................  
Pre-training Assignment Review ..................................................................................  
 
TOOL CARE AND USE................................................................................................   6.0 
Tool Identification and Use...........................................................................................  
Tool Care .....................................................................................................................  
 
BUILDING MAINTENANCE AND REPAIR ..................................................................   3.0 
Preventive Maintenance...............................................................................................  
Door Repair ..................................................................................................................  
Roof Repair ..................................................................................................................  
Wall Repair...................................................................................................................  
 
RELATED TOPICS ......................................................................................................15.0 
Project Planning and Safety (THA)...............................................................................  
Finish Carpentry ...........................................................................................................  
Wood Frame Construction ...........................................................................................  
Construction Materials and Fasteners..........................................................................  
Material Handling and Storage.....................................................................................  
 
EXAMINATIONS AND REVIEWS ................................................................................   1.5 
 
PROGRAM EVALUATION ...........................................................................................   0.5 
 
 TOTAL HOURS......................28.0 
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BASIC CARPENTRY SKILLS 
 
 
 
PROGRAM ORIENTATION 
 
Purpose:  Participants will meet one another, the program coordinator, and 
facilitator.  The group will share expectations for the training program.  In addition, 
program content will be reviewed and registration for Monterey Peninsula College 
completed. 
 
Performance Objectives:  By the close of the session the participant will 
 
1. Review program content, procedures, and evaluation processes. 
 
2. Share and record expectations with group members. 
 
3. Complete Monterey Peninsula College registration materials. 
 
4. Review and turn in pre-training assignments. 
 
5. Adhere to all Training Center guidelines. 
 
 
TOOL CARE AND USE 
 
Purpose:  To acquaint the participant with the care and safe use of tools commonly 
used by carpenters. 
 
Performance Objectives:  By the close of the session the participant will 
 
1. Identify the tools and equipment commonly used in the carpentry trade. 
 
2. Demonstrate the ability to use tools safely and effectively. 
 
3. Demonstrate the ability to properly service and care for a variety of carpentry 

tools and small equipment items. 
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BUILDING MAINTENANCE AND REPAIR 
 
Purpose:  To develop the ability to perform preventive maintenance and make 
common repairs to park structures. 
 
Performance Objectives:  By the close of the session the participant will 
 
1. Discuss the importance of performing preventive maintenance. 
 
2. Make basic door adjustments and repairs. 
 
3. Replace shingles and make emergency/temporary roof repairs. 
 
4. Repair damaged sheetrock. 
 
 
RELATED TOPICS 
 
Purpose:  To familiarize park maintenance workers with a variety of carpentry 
topics and provide opportunities to apply safe carpentry practices. 
 
Performance Objectives:  By the close of the session the participant will 
 
1. Identify the basic components of a wood frame residential construction. 
 
2. Demonstrate an understanding of the function of wood frame components. 
 
3. Identify common lumber and wood products. 
 
4. Identify, size, and recommend the correct use of common wood fasteners. 
 
5. Identify and recommend the correct application of common adhesives, caulks, 

preservatives, and coatings. 
 
6. Identify how to size and install glass in wood frame windows. 
 
7. Demonstrate the ability to safely move and properly store wood products and 

materials. 
 
8. Demonstrate the ability to work effectively, safely and harmoniously with other 

class participants in a simulated work environment. 
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BASIC CARPENTRY SKILLS 
 


TOOL AND EQUIPMENT CHECKLIST 
 


Participants in Basic Carpentry Skills are required to safely use the tools and equipment 
items listed below.  Either the participant's supervisor, or supervisor's designee, must 
validate that the participant has demonstrated acceptable proficiency in the use of these 
items.  The participant must read the owners manual and be instructed in the care and 
operation of each item before being asked to operate the equipment.  To validate that 
the training was accomplished, the supervisor must note the date and approximate time 
spent demonstrating each item.  The participants level of ability is rated and the item 
initialed by the supervisor.  Ratings will be between 1 and 5, with 3 being average, and 
5 outstanding. 
 
Tool Date Ability Time Initials 
Circular Saw (Skillsaw) 
(Participant has read operator’s 
manual) 
 


    


Table Saw 
(Participant has read operator’s 
manual) 
 


    


Sabersaw (jigsaw), portable hand 
held (Participant has read 
operators manual) 
 


    


Belt Sander, portable hand held 
(Participant has read operators 
manual) 
 


    


Finish Sander, portable hand held 
(Participant has read operator’s 
manual) 
 


    


Drill, portable hand held 
(Participant has read operator’s 
manual) 
 


    


 
 
 


    


 
Participant Name & District (print):  ________________________________________  
 
Supervisor (print & sign):  ________________________________________________  
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BASIC CARPENTRY SKILLS - EXPECTATIONS 
 


Supervisor 
 
After completing this training program I expect the participant to be able to: 
 


1. __________________________________________________________________ 


2. __________________________________________________________________ 


3. __________________________________________________________________ 


4. __________________________________________________________________ 


5. __________________________________________________________________ 


6. __________________________________________________________________ 


7. __________________________________________________________________ 


8. __________________________________________________________________ 


9. __________________________________________________________________ 


10. __________________________________________________________________ 


 
Participant 
 
After completing this training program I need to be able to: 
 
1. __________________________________________________________________ 


2. __________________________________________________________________ 


3. __________________________________________________________________ 


4. __________________________________________________________________ 


5. __________________________________________________________________ 


6. __________________________________________________________________ 


7. __________________________________________________________________ 


8. __________________________________________________________________ 


9. __________________________________________________________________ 


10. __________________________________________________________________ 


 


Participant Name and District (print):_________________________________________ 


Supervisor (print and sign): ________________________________________________ 
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PRE-TRAINING ASSIGNMENT 
 
 
MISSION 
 
The function of the California Department of Parks and Recreation as stated in the 
Public Resources Code is ".....to acquire, protect, develop, and interpret for the 
inspiration, use, and enjoyment of the people of the state a balanced system of areas of 
outstanding scenic recreational and historic importance.  These areas shall be held in 
trust as irreplaceable portions of California's natural and historic heritage". 
 
With the exception of acquisition, the daily routine of every park maintenance worker is 
summed up in the mission of the Department.  Every decision made, and every action 
taken, by a maintenance worker affects both the resource and the visitor's enjoyment of 
the resource.  Something as small as replacing a missing shingle on a building's roof 
has a direct bearing on the life of the structure and the condition of its furnishings.  
Additionally, if the building is historic, the type of shingle and workmanship used in the 
repair affect the interpretation of the structure.  The personal mission of every park 
maintenance worker must be to preserve the irreplaceable resources of the state and to 
support the enjoyment of those resources by the people of the state. 
 
 
Reading Assignment: Departmental Administration Manual: 
 Organization Chapter, 
 Sections 0001 - 0003, Paragraph 3 
 
 Departmental Operations Manual: 
 Maintenance Chapter, 
 Sections 0800 - 0803 
 
 
1. The function of the California Department of Parks and Recreation is "to 


____________, ____________, ____________, and ____________ areas of 
outstanding scenic recreational and historic importance. 


 
2. These areas shall be held in trust as irreplaceable portions of California's natural and 


historic heritage for the ____________, _____________, and ____________ of the 
____________ of the state. 


 
 
SAFETY 
 
On every carpentry project, the maintenance worker must be alert to potential dangers 
the project may pose to the public, park employees, and self.  It is of the utmost 
importance that all persons on the project site be knowledgeable in the safe and proper 
use of the tools and equipment they will be using.  Although the project supervisor or 
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lead person is responsible for identifying special precautions to be taken, the 
responsibility for a safe workplace is shared by the maintenance worker. 
 
Safety is the single most important subject the maintenance worker must learn about 
the carpentry (or any other) trade.  Accidents do not "just happen" -- they are caused by 
unsafe acts, unsafe conditions, or a combination of the two.  Accidents can be 
prevented if safety rules are learned and followed.  The California Division of 
Occupational Safety and Health establishes minimum standards of safety, or safety 
orders, for all phases of industrial activity.  The General Industry Safety Orders and 
Construction Safety Orders apply specifically to building construction.  These Safety 
Orders are part of Title 8 of the California Administrative Code, and should be available 
in your unit's maintenance library. 
 
 
Reading Assignment: General Industry Safety Orders, 
 Pages 584-588 (Sections 3360-3400) 
 Page  611     (Sections 3556-3557) 
 Pages 664-667 (Sections 4296-4318) 
 
 Departmental Administration Manual: 
 Safety Chapter 
 Sections 1215.3 & 1230.2 - 1230.5 
 
3. Under the Department’s Injury and Illness Prevention Program, all employees are 


expected to work together to implement the Department’s District/Section 
Programs; and to identify and eliminate conditions and practices that reduce the 
benefits of a ____________ and ____________ work environment. 
 


4. Individual employees have the responsibility to use provided safety equipment, 
water safety information, such as ____________, ____________, ____________, 
____________, and equipment guards and request additional safety equipment or 
equipment guards when needed. 
 


5. Report unsafe job practices, conditions, tools or equipment to a supervisor.  Use 
established ____________ / ____________ procedures to prevent other 
employees from inadvertently using unsafe equipment. 


 
6. Power tools must be properly grounded unless ____________ - ____________. 
 
CODES 
 
All work performed on facilities within the California State Park System must comply 
with all applicable Federal, State, and local laws.  Two bodies of law that directly affect 
maintenance workers performing carpentry projects are the California Building Code 
and the Public Resources Code. 
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The California Building Code is Title 24 of the California Administrative Code.  Title 24 is 
based on the Uniform Building Code and is the building standard for state owned 
buildings.  The purpose of this code is to insure that structures are safe, accessible, and 
adequate for their intended use.  Although there are significant differences between the 
two codes, Title 24 adopts many portions of the UBC by reference numbers.  It is 
necessary to refer to both Title 24 and the Uniform Building Code whenever modifying 
or constructing a park structure. 
 
The Public Resources Code gives the Department of Parks and Recreation 
responsibility for preserving California's irreplaceable natural and cultural resources.  
Two processes which help the maintenance worker fulfill that function are commonly 
referred to as "CEQA" and "5024".  CEQA stands for California Environmental Quality 
Act and basically says that nothing will be done that will adversely affect the 
environment.  5024 refers to the Public Resources Code and is basically interpreted to 
say that nothing will be done to alter the character of historic structures.   
 
The Department of Parks and Recreation has developed policies based on CEQA and 
5024 which can be found in the Resource Management chapter of the Departmental 
Operations Manual.  The Maintenance Chief is generally responsible to see that the 
CEQA or 5024 requirements have been met before work begins.  When in doubt.....ask!   
 
Title 24, the Uniform Building Code, the Public Resources Code, and Departmental 
Operations Manual should be available in your unit's maintenance library. 
 
 
Reading Assignment: Title 24, 
 Introduction to the California Building Code 
 
 Departmental Operations Manual: 
 Resource Management Chapter, 
 Sections 1600 - 1622, and 1631 
 
 Departmental Notice No. 81-25, 
 Historic Preservation Policy 
 
7. ____________ is based on the Uniform Building Code and is the building standard 


for all state owned buildings. 
 
8. ____________ stands for California Environmental Quality Act and basically says 


that nothing will be done that will adversely affect the environment. 
 
9. ____________ basically interpreted to says that nothing will be done to alter the 


character of historic structures. 
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TOOLS 
 


 
 
Measuring Tools 
 
Measuring accurately is all important in any project.  The drawing above depicts a 
typical rule having 1/16 inch graduations.  Note that the 1/8 inch markings are larger 
than the 1/16 inch markings, the 1/4 inch markings are larger than the 1/8 inch, and so 
on.  The different markings allow rapid reading of the rule when taking a measurement. 
 
Using a rule:  Refer to the illustration.  An experienced carpenter will measure 
between point a and point b in a glance.  The 2" mark and the 1/2" mark to it's 
right will be seen as a single reference ...2-1/2".  The carpenter then identifies 
the marking closest to point b and adds, or counts, 2-1/2 (or 2-4/8) plus 1/8 
equals 2-5/8.  The distance is 2 5/8" (inches). 
 
To locate the center between points a and b, the carpenter must calculate half of the 
total length.  To quickly divide the fraction, the carpenter simply doubles the bottom 
number of the fraction (5/8 becomes 5/16).  One half of 2" is 1".  The mid point (c) is 1-
5/16". 
 
Tapes, rules, and squares are basic woodworkers tools and are available in a wide 
variety of lengths, widths, and colors.  A 16 foot long, 3/4 inch wide tape is currently 
available through State Stores.  This tool is adequate for most park maintenance 
projects and, due to its availability, is presently the most common measuring tool used 
by park maintenance workers.  With any tape, rule, or square, it is important to 
remember that the shape and thickness of the tool may cause inaccurate readings.  
When accurate measurements and markings are critical, turn the measuring tool so that 
it's edge is in contact with the surface to be marked and measure from the 1" mark 
instead of the end of the rule (BE SURE TO SUBTRACT THE 1" FROM YOUR 
MEASUREMENT!). 
 
The need to measure accurately requires the carpenter to keep measuring tools in good 
working order.  Whenever a tape measure or square is used in a wet environment, the 
tape or blade must be wiped dry and a light film of oil applied.  If the tape or square is 
stored damp, the tool will rust and the scale will become unreadable. 
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Reading Assignment:  HOW TO BUILD A HOUSE, Pages 22-27 
 
10. To quickly determine one half of a fraction, double the BOTTOM NUMBER 


(denominator).  One half of 3/16 is 3/32, one half of 5/8 is __________. 
 
11 When accurate measurements and markings are critical, stand the rule on edge 


and measure from the _____ ________. 
 
12. When a tape is allowed to retract too quickly, the __________ can break off when 


it hits the case. 
 
13. Clean any tape that gets gummed with pitch, tar, or caulk using a soft rag 


dampened with ______________ _______________. 
 
14. Checking for ____________ (horizontal) and _____________ (vertical) are 


construction  tasks that carpenters do every day. 
 
15. The ____________ square lets you lay out almost any angle. 
 
16. _________ __________ come in cases or reels that hold both a string and a 


supply of colored chalk. 
 
 
Hand Tools 
 
Park maintenance workers generally use two types of hammers for most park carpentry 
projects:  a 10 to 16 ounce smooth faced hammer for finish work, and a 20 to 24 ounce 
milled face framing hammer for rough framing work.  A third hammer, the sledge, is 
frequently used for demolition work and when working with timbers. 
 
Page 28 in the How to Build a House book shows a method of pulling nails with a 
hammer.  Two cautions about nail pulling must be noted.  First, more hammer handles 
are broken when pulling nails than by any other use.  Use the nail pulling technique 
shown in the photo and, if the nail is stubborn, get a bar designed for nail pulling.  
Second, never use a milled face hammer to strike a pry bar.  Both the hammer and the 
bar will be badly damaged. 
 
A final note on hammers:  Hammers have hardened faces.  When a hammer is struck 
against another hardened surface (such as another hammer) bits of metal are broken 
off of the surface.  The impact can shoot these chips with great force and cause serious 
injury to anyone in their path.  Avoid striking hardened surfaces, and wear eye 
protection whenever using hammers. 
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Reading Assignment:  HOW TO BUILD A HOUSE,  Pages 28-31 
 
17. A milled face hammer is primarily used for _________ ____________ work. 
 
18. Never use a ____________ _________ hammer to strike a pry bar. 
 
19. A ___________ ___________ may be used to open packages or cut building 


paper, fiberglass insulation, shingles, vinyl, or drywall. 
 
20. When a nail is buried, a _______ _______ is the tool to use to remove it. 
 
 
Saws 
 
The park maintenance worker uses hand and power saws in nearly every carpentry 
project.  Saw maintenance is, however, often neglected.  The instructions for basic saw 
care are generally packaged with the tool when it is sold.  Basic care for hand saws 
includes protecting the saw from damage, preventing the teeth from contacting metal 
and masonry, avoiding rough use and poor storage which could bend the blade, and 
preventing rust from forming on the blade by keeping it lightly oiled.  Power saws 
require frequent inspection for damaged cords and guards, blade condition, blade 
direction, and lubrication.  Be sure to read the manufacturer’s instruction book for 
specific information on the operation and maintenance of each power tool before you 
use it. 
 
One additional safety item must be noted.  When using most saws, the saw blade 
travels through the material and projects out the back side of the work.  Since the 
operator cannot ordinarily see the back of the work, it is critical to be alert for objects 
which may be accidentally cut by the blade.  Commonly damaged objects include saw 
horses, power cords, fingers, legs, and feet.  When using circular and reciprocating 
saws during demolition work, extra care must be taken to avoid electrical wiring, gas 
lines, and water pipes. 
 
 
Reading Assignment:  HOW TO BUILD A HOUSE,  Pages 32-34 
 
21. When the blade of a circular saw gets pinched by the wood, the power of the motor 


can force the saw backward – a safety hazard called _______________. 
 
22. Forcing the saw into a cut can cause the blade to bind and ________ ________. 
 
23. Avoid setups that allow the material being cut to ________ the blade. 
 
24. If a kickback occurs, don’t resume cutting until the cause of the kickback is 


determined and ______________. 
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25. Make sure the ________ __________ works freely before using a circular saw. 
 
26. _____________ _____________ blades are best for most wood cutting work. 
 
27. Adjust the saw’s ___________ __________ according to the thickness of the 


material. 
 
28. Always ______________ your saw when changing blades. 
 
29. When cutting a short or small piece of wood, use a __________ to secure the work 


piece. 
 
30. A ____________________ _________ moves its blade back and forth. 
 
31. With a __________ ________ you can make precise square and angle cuts. 
 
 
Drills 
 
Drills most commonly used by park maintenance workers are the hand brace, portable 
electric drill, and drill press.  The hand brace is generally used to bore medium sized 
holes in large dimensioned lumber and timber where no electricity is available.  Where 
electricity is available, a portable electric drill is preferred.  The drill press is a stationary 
shop tool which allows repetitive drilling of holes which are the same size and depth.  
The drill press can also be used to turn a sanding drum for edge-sanding scroll work. 
 
Electric drills are classified by the largest bit shank the chuck will hold.  For most 
carpentry work, a 3/8” drill is adequate.  Larger drills must be used, however, to drill 
through timbers and large dimension lumber.  Extra care must be taken when drills 
larger than ½” are used.  Large drills develop tremendous torque and can cause serious 
injury to the operator if the bit becomes bound in the work. 
 
For all around versatility, the drill currently favored by most park maintenance workers is 
the 3/8” cordless “driver-drill.”  These tools can be used for light to medium drilling and 
for driving screws.  Maintenance workers who use cordless tools should always have an 
extra battery. 
 
 
Reading Assignment:  HOW TO BUILD A HOUSE,  Pages 35-36 
 
32. A _____________ drill is best for boring holes in concrete, framing lumber, and 


metal. 
 
33. A _____________ drill-driver is great for driving screws and light-duty boring. 
 
34. Don’t ___________ the drill, let it cut at its own pace. 
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35. Use a _______________ speed when drilling harder material. 
 
36. When drilling thick material, hold the drill with _________ _________. 
 
37. When drilling, _________ the work piece to a sawhorse or workbench. 
 
38. Release the trigger __________________ if the bit begins to bind or catch. 
 
 
Extension Cords 
 
We use extension cords to get power from a source to where we need it on a job site.  
Always be aware of the tripping hazard that cords present.  Use brightly colored cords 
so that they are highly visible.  When more than one extension cord is used for a power 
tool, it’s a good idea to knot them together so they don’t pull apart.  When using a power 
saw or drill, be very careful to keep the cord from getting caught in the tool. 
 
 
Reading Assignment:  HOW TO BUILD A HOUSE,  Page 36 
 
39. Power tools need ___________ power to operate properly. 
 
40. The ______________ the gauge number marked on the cord, the heavier the wire. 
 
41. The three most common gauges for extension cords are _____, _____, and 


_____. 
 
42. With a light extension cord, you risk ___________ _______ the motor in a power 


tool. 
 
43. Always use the ______________ cord that will do the job. 
 
44. Use __________________ wire for a 100-foot cord. 
 
45. If a cord is __________ or ___________, repair it. 
 
46. In the event of a short, a ______________ automatically shuts off power. 
 
 
WOOD PRODUCTS 
 
Lumber is milled green and is often wet when it is delivered to the job site.  Green 
lumber is soft and will be permanently shaped by the way in which it is placed in a 
stack.  Haphazardly stacked or piled lumber may become so misshapen that it will be 
unusable in a matter of a few weeks. 
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Wet lumber is subject to warping and cracking due to uneven drying.  One cause of 
uneven drying is poor air circulation within the stack.  To reduce defects related to 
uneven drying, stack green wood neatly and “sticker” the stack every 12 to 18 inches of 
vertical height.  Stickers allow air  to circulate freely through the stack and help the 
lumber to dry evenly.  It’s important that the stickers be the same thickness, that they 
are aligned vertically in the stack, and that enough stickers are used to fully support the 
weight of the next course of lumber.  If too few stickers are used, the lumber will warp. 
 
Another cause of warping is direct sunlight.  As wood dries, the wood fibers shrink.  If 
wet lumber is placed in direct sunlight, the top of the material dries much faster than the 
shaded underside.  Uneven drying results in uneven shrinking.  The top (sunny side) of 
the wood actually becomes shorter than the protected (shady) side, drawing the ends of 
the material upward.  To reduce warping, protect stacks of lumber by storing them 
under cover. 
 
If lumber must be stored for more than a few weeks, the material may be stickered and 
banded.  Banding similar lengths and dimensions of lumber with metal bands can 
substantially reduce warping by holding the lumber straight while it dries.  Regardless of 
storage procedures, lumber becomes very hard and difficult to work with when it has 
been stored for a long time. 
 
Just as wet lumber will warp when it is unevenly dried, dry wood products will warp if 
stored where they will get wet.  In the case of dry wood products, the side that gets wet 
expands while the dry side remains the same.  The result is that the fibers on the wet 
side expand and become longer, pushing the ends toward the shorter dry side.  Dry 
wood products include trim, molding, siding, plywood sheets, and hardwoods.  Particle 
board, hardboard, and sheetrock (gypsum board) disintegrate after they get wet and 
must be protected from water. 
 
 
47. Wet lumber is particularly subject to ______________ due to uneven drying. 
 
48. To reduce the defects related to uneven drying, stack green wood neatly and 


__________ the stack every 12 to 18 inches of vertical height. 
 
49. It’s important that the stickers be the same ________________. 
 
50. Just as wet lumber will warp when it is unevenly dried, dry wood products will warp 


if ________ _______ _______. 
 
51. Particle board, hardboard, and sheetrock (gypsum board) ________________ if 


they get wet and must always be protected from water. 
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THE PARTS OF A HOUSE 
 
Reading Assignment:  HOW TO BUILD A HOUSE,  Pages 36-41 
 
52. __________ support girders or beams. 
 
53. Girders or beams support ___________ __________. 
 
54. Floor joists support the _______________ and _________ _____________. 
 
55. Floors are usually sheathed with tongue-and-groove plywood or 


___________________. 
 
56. The actual dimensions of a 2 x 4 are ____________________  
 
57. Wall plates are the ________________ members that hold together the parts of a 


wall. 
 
58 Studs are the __________________ wall members nailed to the plates. 
 
59. The weight from above a window or door opening is transferred around the hole by 


a ________________. 
 
60. ________________ support the header. 
 
61. ________________ extend from the bottom plate to the underside of rough 


windowsills. 
 
62. Walls are usually framed on the ___________________, then tilted into position. 
 
63. The most common size framing nails are _________ and _________. 
 
64. ____________ ______________ screws are available for deck construction. 
 
65. To hold sill plates in place, ___________ __________ are embedded in the 


foundation. 
 
 
WORKING SAFELY 
 
Reading Assignment:  HOW TO BUILD A HOUSE,  Page 31 
 
66. Learning how to work ____________ and ____________ in a construction 


environment  is just one more skill you need to acquire. 
 
67. Protect your eyes with ___________ _____________ or ________________. 
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68. Protect you ears with _________________ or ________________. 
 
69. Protect your lungs with a _________ ___________. 
 
70. To prevent back injuries, lift with your _________, not your _________. 
 
71. Keep your work area __________. 
 
72. If you see any nails sticking out of boards, either ________the nails or 


__________ them. 
 
73. Never throw anything off a roof without looking to see whether _______ ___ 


_________. 
 
74. Don’t ________ (or _____ _________) while doing construction work. 
 
75. Be especially careful toward the end of the day when you are ____________ 


_________. 
 
76. If you feel that something might be dangerous, ______ _______ ________ or 


figure out a better way to do it. 
 
77. Don’t forget to rest and drink ________ _____ ___________. 
 
 
PRESSURE TREATED LUMBER 
 
Reading Assignment:  HOW TO BUILD A HOUSE, Page 38 
 
78. If you handle PT wood with bare hands, ________ _______ ________ before 


eating. 
 
79. Don’t ________ scrap PT lumber. 
 
80. When cutting more than a few PT boards, wear a _________ __________. 
 
 
DEMOLITION AND SITE CLEAN-UP 
 
Safety cannot be overemphasized during demolition or clean-up of a construction site.  
Boards bristling with nails, roofing shingles with short, inconspicuous nails, broken 
glass, and jagged pieces of metal are all booby traps waiting for the careless.  Then 
there are the less obvious dangers of biohazards from old plumbing, explosive gasses 
from decaying organics and gas lines, chemicals used as wood preservatives and 
solvents, heavy metals from old paint, and asbestos from flooring, roofing, plumbing, 
and plaster.  Add to the physical dangers inherent in the site the tendency of the 
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maintenance worker to hurry, to lift too much, to forget personal safety equipment, and 
a serious injury is set to happen. 
 
Before starting to work, take a moment to inspect the site.  Are there any hazardous 
materials evident?  How about other hazards, such as open electrical boxes?  Are there 
items that will be too heavy for you to move?  Can they be cut/broken into smaller 
pieces?  What if you’re hurt?  How will you call for help if you need it?  Do you have 
gloves, face shield, respirator, and heavy boots?  Are you wearing them? 
During demolition, try to keep the work area clear.  Move old material from the work 
area as it is removed from the structure.  Don’t lift things that are too heavy for you.  
Break or cut heavy pieces into manageable sizes, or ask someone to help you.  Avoid 
handling the material more than necessary.  Deposit refuse directly into the truck or 
container whenever possible.  If the old material must be piled for later disposal, place 
the material so that it will be easy to pick up later.  Bend over the nails protruding from 
old lumber and avoid scattering nails or roofing material where vehicles need to travel.  
Watch for materials that might contain asbestos or other hazardous materials.  If 
material suspected of containing asbestos is discovered, stop work and notify your 
supervisor. 
 
During demolition and clean-up, maintenance workers must not dispose of paints, 
unmarked cans of materials, etc., with the other construction waste.  These materials 
must be considered as hazardous waste, and must be handled differently.  Check with 
your supervisor before disposing of any questionable materials. 
 
81. ___________ cannot be overemphasized during demolition or clean-up of a 


construction site. 
 
82. Before starting to work, take a moment to ___________ the site. 
 
83. Watch for materials that might contain _____________ or other hazardous 


materials. 
 
84. If material suspected of containing asbestos is discovered, ________ ________ 


and notify your supervisor. 
 
85. Don’t try to lift things that are too heavy.  Break or cut heavy things into smaller 


pieces or ______ ______________ ____ _________ _______. 
 
86. Paints, unmarked cans of materials, etc. must be considered as ___________ 


________, and may not be disposed of with the other construction waste. 
 





















































































