[image: image1.png]% SERRUSEIS - | Erergy Siiciency &
NF \2 o Reewacle =nergy





 


Logistical Preparations
	Logistical Requirements
	The success of any training course depends in large part upon the logistical preparations for the course.  Planning should be done well in advance of the training so that the day of the course does not arrive with essential arrangements incomplete.  

The logistical requirements for setting up the NEAT MHEA training include:

· Preparing and sending pre-training material to the students.
· Obtaining a suitable facility, equipment, and housing stock.
· Reproduction of course materials.
· Provisions for breaks and lunches as needed.
A pre-training checklist to help you plan the training’s logistics is included in the Pre-training folder in the NEAT MHEA toolkit.


	Pre-Training Materials
	The pre-training materials for the NEAT MHEA training should provide basic information to students:  when and where the training will be held, who will conduct the training, and what the students will be required to do before, during, and after the training.  

At a minimum, the pre-training materials should include:

· Agenda

· Knowledge pre-assessment 

· List of required items the students are to bring

Each student will need a laptop computer that meets the NEAT MHEA Weatherization Assistant software and system requirements during the training.  These requirements are listed on p. 1-3.1 of the National Energy Audit (NEAT) Engineering Manual, v. 7, Sept. 2003. If you do not plan to provide a facility with laptops pre-loaded with the NEAT MHEA Weatherization Assistant software, you will need to require the students to bring laptops that meet these requirements to the training.  This information should be included in the pre-training materials.  A sample Information for Students document is included in the Pre-training folder in the NEAT MHEA toolkit.


	Training Facility and Equipment Requirements
	No matter how good the course content or how skilled the instructor, the success of any training course will be dramatically impacted by the selection of the training facility.  A training environment that is uncomfortable or does not have the necessary equipment for conducting the training will negatively affect the training’s success.

The logistical requirements for the field portion of the NEAT MHEA training can be found in the Tool and Equipment List and Housing Stock Types.

The requirements for the classroom portion of the NEAT MHEA training are:

· A room large enough to accommodate the number of students comfortably with tables and chairs or computer tables, preferably arranged in a horseshoe.
· Laptops or desktop computers and appropriate electrical power sources.
· A table, computer and online projector at the front of the room for the instructor’s use.
· Space for students to work on activities in teams.
A diagram showing two suggested room set-ups is included in the toolkit.
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