
Chapter 3. Encroachment Permits

ADOPT-A-HIGHWAY PERMIT APPLICATIONS

ln order to begin the adoption proccss or the waiting list process,
potential participants must complete and sign an Adopt-A-Hi-uh-
way Pcrmit Application (TR-O103) and submit it to the appropriate
District Adopt-A- H ighway Coordinator.

Permit applications may be downloaded from the Adopt-A-Highway
and Caltrans c-forms wcb sites.* Applications can bc prinLed frorn
the Adopt-A-Highway database. A copy is included at the end of
this chaptcr. A faxetl application can be accepted ftrr the purpose of
"holding" a site but only original. signed applications will be ac-
cepted b-v thc District Encroachment Permits Branch firr processing.

AGE OF APPLICANTS AND PARTICIPANTS

Adopt-A-Highway Program participants must be at least l6 ycars of
agc.** l)jstricts nray opr to rcstrict participation at certarn scctions.
or throughout the entirc District to adults, aged i8 and oldcr. Dis-
tricts choosing this option are listed in the /)isrrict Polic;'chaptcr of
thesc Guiclelincs.

Adults-Only (iroups, 18 Yeam and Older

Primary and alternate contacts must bc l8 years or older.

Groups lncluding Minors, 16 - l7 Years Old

Primary ancl alternate contacts must be 2l years or older.

' http:/ladopt-a'hi ghwa,v.dot.ca.gov
http:l/onranrp.dot.c n. gov/hq/maint /adopt-/indcx -htm
hnp://cefs.dot. ca- gov/

''*Cnrups using minors, aged l6 -17. must abide by spccial salbty rcquircmcnts u'hilc
working (scc l:.ncroachrrrent Permit Spocial Provisions. itcm 7.1.

Adopt-A-Highway Program Guidelines and Coordinators Handbook
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Sororities, i'rat ernities, and Oth er Student Organizations

Primary and alternate contacls must bc at least 2l years or older. Thc
pnnar_Y contact rnust he a laelllq mernbcr and act as thc group's
safetv leader. Thc primary'contact musr provide an addrcss and phonc
number where thcv can bc reachetl all year. In addition. thc group
nust commit to perfomrint adoptirtn tasks durine school breaks.

GROI.JPS WHO MAY PARTICIPATE

Adopt-A-Highu'av Encroachmenr Permrts can bc issued to a husi-
nuss. an t>rganization. or to an individual.

Political Entities

Elected or appointcd olficials anci rheir stafl.s, political candidares
and thcir stafl's. and poiirical action commilrees nray participatc in
the prorrarn. Howevcr. recognition pancl wording for noiitical enti-
tics is subjrrt tu special restrictions. (Fur nrore information. rcf'cr to
the Ad op t - A - I I i g h n, a1' Signs chaorcr of thcsc G ui de I ine s .)

(]overnmental Agencies

Citics. counties^ and other local agerrcics may participate whcn au-
thoiizcd bv thcir ufficial grtverning bcxly,. State o:- local correctional
lacilities that wish lrl use inmares ro perfbnl Adopr-A-Highway rasks
nray parucipatc il ' inrnatc supervision is providcd.

Multiple Adoptions

Multiple adoptions by' thc satne gr()up are pernritrcd. Ho*,cvcr. Dis-
tncls rnay not issuc morc thar !0 encroaclunent pglUli$ pcr group.
regardlcss uf u'hefter or lot thc pcrmits arc issued for one dircction
or both directions.

Distnct Coordinators nla]- lrrallt cxceplions to the tcn-pcnnil lrraxi-
rnum in renrote iueas. A rcmolc arca is a section of sitcs thal has n<r
waiting iist and lustoncalll 'has bccn dilficult tcr 64o0, or to keep
adoptcd. lf a wait.ing lisr evcr should dcvclop for sites once consid-
ercd remotc, groups w'ith an excess ot'l0 permiLs will be asked to
uive up scctions at rhe cnd of rheir permit pcriocl.

Adopl.A-Highway Program Gurdelrnes ar]d CoorOinators Hanobook

Adopt-A-Highuray
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Shared Adoptions

Two or morc entities may participate in a project as co-adoptcrs.'[ir scr
up this tvpe of an adoption. the name of trvo (or morc) applicants can
be entered on ihe "Organization/Business Name" line of thc pcrrnit
application. The represenntive fbr the firsr group would be the pri-
mary- contact and the represenrative for the second groLrp would be
the alternatc contact. Or. lruo separute applicertions can bc submirted
and proccsscd ior lhe same site. If rwo applicarions arc submjtrcci
then both adopter's cncroachment permits must gXlr_itg at thc Slrnlc
time regzudlcss of whcther or not their permrt start datcs arc thc same.

To cut dow'n on paper work. onc pcrmit application with two namcs
is the prefcrrcd way to handle shared adoptions.

Adopting Adjoining Sifes

Permits may bc issucd [o lhe same Permittee lbr two or morc adjoin-
ing highu'ay scgmcnts. Ell'ccrrve l)ccenrher 2004. Pcrmit,Lccs wirh
adjoining sites will no longer bc restrictecl to one sign. Howcvcr.
District AAH (ltxrrdinalors lnusr request that Pcrmittces relinquish
conseculive segmcnts in cxccss of a primary. two-nilc scgmcnL at
thc cnd ol'their permir period i/a wairine lisr for thar section of rhc
highwa-v has becoine establishcd.

Parent Companics and Suhsidiaries
Parcnt companies that own sevcral businesses can clisplav thc narnc
ol'a sub.sidiarv un their panel. ln cases likc this. both the name of thc
parent company and the subsidiary ntusr hc cnrcrcd on rhe applica-
Lion. For examplc. Yummy Froods. Inc./Mandy's Cookic Shop.

Contracted Adoptions

To sct Lrp a conrracrccl adoptitrn, rwo Adopr-A-Highway permir Ap-
plications nlusl bc subnritted. One musl be signed by tbS sfxrnsclr*
ancl a second n.:us[ bc signed b-v the contraotor. Both thc spttnsor anci
lhc conlractor will bc issucd Lncroachnrenr Pennits authorizins thcm
to pcrform specific tasks on thc State's right-o[-*'ay. Coniractor,s

$-fhe tnl.v- exccptron to this rule rvoukJ he if a nra*cting agcncy is rcpresenrins
the sponsor grtlup. In such cascs. a "lctter of authoriz.ation" nrust bc .rubnrirtcd
alortg with the irpplicltiun. giving rhe nrarketing agencv penrrission ro sign Adopr-
A-Highu'a1" docunrenrs rxr the group's hchalf. such a lcttcr nrusr be prirred on
*re slxrnsor's leuerhearl and signcd b1..tbc sponsor's represenralrve.

Adopt-A-Hrghway Program Guiciclines ano Coordtnalors Handbook
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pL-rmils arc referred to as a "double" pcrmlts and their nennit nunr-
bers bcgin with thc letrers "NDP." Adopters who usc conLrtcrors are
ref'errcci lo as "spt)nsor groups." Perrnit nunrlrcrs lbr borh volunleer
an<i sponsor groups bcgin wirh rhe lerrers "NAH."

Claltrans recosnizcs rhar su hm i ui n g Adopt-A-lli ghwa,v Pcrmi r Appli-
cations is an essen[ial scrv'icc providcd by contractors to t]cir sponsor
lroups. Therefore. DisuictAAI-I Ccxrrdinarors wiil work ciirecrly with
contritctors when processilg applications for contracted adoptions.

WAITING LIST APPLICATIONS

Districts shall establish waiiing Ists lbr segments cjesired b1, more
than orrc party. Applicants ntusr submit an Adopl-A-Highu'av pcr-
mit Appiicarion in onler ro be placcd on rhc wairing list. Thc back
sidc of the application contains cxtra sections frrr groups who wish lo
he placed on thc waitirrg lisr for several sitcs. Applicants can be
placcd on the u'aiting lisr ltrr an unlimiled number of localions.

District AdoprA-Highwav Coordinators must contacr ncw waitinli
l ist applicants wirhin 60 .day5 ro infonr rhem ol rheir waiting lisr
status. This contact can bc maclc b_v phone, e-mail. or lettcr. Success-
fiil applicants n-rurir be informcd of thcir rcspt>nsihility to uotify rhe
[)istrict Adorrt-A-Highwa.v C]oorCinator ol'any changes to their con-
tact infonnation.

L-()ntiactors cantrot bc placcd on waiting lisrs (unlcss they plan tcr
adopt thc jocation irs a volunreer g,roup). waiting lisl applicants rviil
he ranked according to thc da[e that the original signerl and com-
plcted application was rcccivc:d.

"Blanket" Waiting List Entries

tslanket waiting list entriex; are no longer accepted. Disrricr Aclopr-
A-Highway Coordinarors nlltsl conven all blankcr cnries to sinslc_
sitc cntries in their clatabascs. Forrner blanket waitine list rLrles- ncr
lon{cr appl}'.

Adopt-A-Highryay Program Guidelines ado Coordnators HancJbook
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Waiting Lists For Public View
Waiting lists should be kepr current and bc madc availablc ro thc
public upon rcquest. In addition. Disrrict AAH Coorrlinarors shall
export a current wairing list report from the AAH databasc ro all
contractorc and e-mail it to the Statewide AAH Coordinator by thc
5th of cach month. Waiting lists must include the group's name. their
andcipatcd crcw type. the site's lclcal.ion (county. route, post mile
range. and direction). adoption type, and darc thc application was
received.

SpecialWaiting List Placement for Displaced Groups

Bcginning January l, 2006. a special effort shall be made ro find ncw
adoption sites fbr groups who have had their adoprions cancellcd due
to a change in site clt[firgqgn or suspended duc to construction.

Groups whose permits were cancelled due to a changc in sitc classi-
fication can chouse io take advanLage of the waiting lisr oprion clis-
cussed below. Groups whose sites are under construction will bc givcn
a choice to wait out the construction and kecp thcir cxisting site. or.
thcy can choosc thc waiting lisr option discussecl below. AAH Coor-
dinators should llnd out whcther or not the consrruoion is likely to
impact future adoptabiliry of thc site so that groups can make the
best choicc.

If a group chooses to wait for the site but the site is unexpcctcdly
classified as not adopurble once construction ends. thev can then
use waiting lisr option.

11'a group chooses the waiting list oprion, they will nor be reinstarecl
to thcir former sitc when constructi(]n ends. However. if thcrc is no
waiting list for the lbrmer sitc and rhe group adoprs it again. they
must give up thc sire gaincd under this provision if there is a waiting
list for it.

Waiting List Option

Displaced groups can be placed hrsr on the waiting rist for sitcs within
l0 miles of either dire,ction of their cancelled adoption (on the samc
highwayl. Only one replacemenr site olfer will be given. even if thc
ncw adoplion is for a single direction. once the site is oft'ered. all

Adopl-A-Hi ghway Program Gutdalines and Cmrdi nators Handbook
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othcr waiting list entries resulting from this provision will be can-
celled. If the group refuses the first site offcred, thcy will not get
another chance. In order to avoid this from happening. groups should
bc consultcd atxrut which sitcs within the 2O-mile range they would
be intercsted in adopting before placing them on the waiting list.

In the casc of multiple displaced groups on lhe same strerch of high-
way. rankine for "tirst" position will be determined by the number of
ycars cach group has had active adoptions with tle f'rogram.

Changing Anticipated Crew Type

The anticipated crew typc ofgroups on the waiting list can hc changed.
If a contractor is requcsting the change. the Adopt-A-Highway Co-
ordinal.or should telephonc thc group to verify the changc.

Removing Groups From the Waiting List
Whcnever a group is rcmovcd fnrm a waiting list location. Adopr-A-
Highway Coordinators should makc an attempt to confirm thc valid-
ity of any other waiting list entrics for that group.

Purging Waiting ListVlnvalid Contact lnformation: Volunreer
waiilng list groups should be contacted periodically ro confinn thcir
interest. A form lctter exists in theAAII databasc for lhis purposc. or.
AAH Coordinators may contact groups by phonc. If one method fails.
lhe other should be tricd before deleting thc group's waiting list en-
tries from the datahase. When dcleting entries. the datc of removal
and reason frn removal must be documented. Groups whosc waiting
list cntries werc deleted due to invalid conracr inlbrmation may sub-
mit a new pcrmit application if thcy wish ro bc put hack on the wait-
ing list, bur their nanre shall bc put ar rhe end of the list.

Contractor Requests Removal: Il-a contractor indicates that a group
$ry solicited is no longer intercstcd in remaining on the wairing iisr.
then thc group may be removcd. Thc datc of remoral and reason for
removal must be documentcd. Or. thc District AAH Coordinator can
change the group's anticipatcd crcw type to "volunteer' so thar thc
group can be contacted directly once rhe rcquesred site(s) become avail-
ablc. This second option should be uscd if thc group is on the u'ait-
ing list wilh more lhan one contractor. Thc date and reason for thc
change ln anticipated crew typc must be documcnted in the AAH
database.

Adopt-A-Highway Program Guidetin€s and Coordinators Handbook
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