Version 1.0
		Version 1.0
TRAINING AND TECHNICAL ASSISTANCE (T&TA) 
PLAN TEMPLATE 
	1.0 – GENERAL INFORMATION
COMMENTS THAT DO NOT GENERALLY FIT INTO THE AVAILABLE TABLES BELOW

	Enter Additional H&S Information Here
	

	2.0 – OVERALL T&TA PLAN
YOUR OVERALL T&TA PLAN MUST INCORPORATE SUGGESTIONS AND FEEDBACK THE FOLLOWING ELEMENTS.

	FEEDBACK FROM INTERNAL AND EXTERNAL REVIEWS, EXAMPLES INCLUDE:
· FEEDBACK FROM DEPARTMENT OF ENERGY (DOE) PROJECT OFFICER (PO) MONITORING VISITS
· INTERNAL STATE AUDITS
· GRANTEE MONITORING OF THE SUBGRANTEES
· OFFICE OF INSPECTOR GENERAL (OIG) REPORTS
· AMERICAN CUSTOMER SATISFACTION INDEX FEEDBACK, AND
· OTHER. EXAMPLES INCLUDE: 
· TRAINING FEEDBACK
· TRAINING RETENTION ACTIVITIES

	GEFA plans trainings based on state monitoring of subgrantees and doe monitoring and correspondence. GEFA to conduct two audit reviews for each agency and submit to DOE for review prior to 6/30/21.  
.
	EXISTING OR PLANNED ACCREDITED TRAINING CENTER PARTNERSHIP OR WORKING RELATIONSHIP.

	GEFA is currently contracted with Community Housing Partners (CHP) for annual trainings, technical assistance and monitoring.  GEFA and subgrantees have attended or plan to attend trainings from CHP, Southface, Everblue, Santa Fe community college, green training or other IREC affiliated training centers as assessable.  
	PREPARATIONS FOR FUTURE/UPCOMING PROGRAM REQUIREMENTS, EXAMPLES INCLUDE:
· UPDATED STANDARD WORK SPECIFICATIONS (SWS)
· MIGRATION TO ONLINE WEATHERIZATION ASSISTANT
· INCLUSION OF SPECIFIC LANGUAGE FROM WEATHERIZATION PROGRAM NOTICES (WPN)


	GEFA will update the sws field guide for 2021 and will submit to DOE prior to 6/30/2021
	WHAT PROTOCOLS ARE IN PLACE WHICH ENSURE UNTRAINED STAFF ARE NOT LEFT WITHOUT SUPERVISIONS DURING FIELD OPERATIONS?

	GEFA PROVIDES TIER TWO TRAINING ANNUALLY TO THE GEORGIA WEATHERIZATION NETWORK. ADDITIONALLY, THE GEORGIA STATE PLAN REQUIRES THAT ALL INSTALLERS BEGIN TRAINING WITHIN FIRST 6 MONTHS OF HIRE

	PARTNERSHIPS WITH THE STATEWIDE HOME PERFORMANCE INDUSTRY ON TRAINING ISSUES; IF APPLICABLE.

	N/A
	HOW DOES ANALYSIS CONDUCTED, AS DETAILED IN SECTION V.6 OF THE ANNUAL APPLICATION, INFLUENCE THE DEVELOPMENT OF T&TA ACTIVITIES AND PRIORITIES?

	monitoring allows for comprehensive review of the subgrantees and work being performed. GEFA tracks monitoring findings and observations in IGEFA. This information is used when evaluating previous training outcomes and identification of future training needs and sharing of best practices.    


	3.0 – WORKFORCE CREDENTIALS
DESCRIBE THE FOLLOWING ASPECTS OF YOUR T&TA PLAN RELATED TO WORKFORCE CREDENTIALS.

	FEDERALLY REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· ENVIRONMENTAL PROTECTION AGENCY LEAD RENOVATION, REPAIR, AND PAINTING PROGRAM
· HOME ENERGY PROFESSIONALS QUALITY CONTROL INSPECTOR CERTIFICATION


	GEFA only requires certification for the following classifications.
Home Energy Professional Energy Auditor certification
Home Energy Professional Quality Control Inspector certification
	GRANTEE/STATE REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· BUILDING PERFORMANCE INSTITUTE BUILDING ANALYST
· GRANTEE-DEVELOPED CERTIFICATIONS 


	State monitors are required to be BPI QCI certified 
	SUBGRANTEE/LOCAL REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· CONTRACTOR LICENSING

	All Subgrantees and contractors are required to have all state and local licenses as required by the state of GA 
	INDUSTRY REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· EQUIPMENT/MATERIAL MANUFACTURE CERTIFICATION 
· VENDOR CERTIFICATION
(E.G. EQUIPMENT/MATERIAL MANUFACTURE CERTIFICATION, VENDOR CERTIFICATION)

	Describe Industry Required Credentials Here
	PROCESS FOR MAINTAINING WORKFORCE CREDENTIALS

	Subgrantees are encouraged to re-certify their weatherization workers at least six months prior to the expiration of the individual’s certification date for energy auditor and quality control inspectors as well as all other occupational specialties requiring certification 
	HOW CREDENTIALS ARE TRACKED

	Credentials are tracked in Hancock and IGEFA
	


	4.0 – TRAINING
GRANTEES HAVE TWO OPTIONS TO DESCRIBE THEIR TRAINING. 
A) USE THE EMBEDDED SPREADSHEET* TO IDENTIFY AND DESCRIBE THE TRAINING SCHEDULE FOR GRANTEE AND SUBGRANTEE STAFF. INCLUDE TECHNICAL AND NON-TECHNICAL TRAINING.
B) OR USE THE FIELDS BELOW TO IDENTIFY AND DESCRIBE THE TRAINING SCHEDULE FOR GRANTEE AND SUBGRANTEE STAFF. INCLUDE TECHNICAL AND NON-TECHNICAL TRAINING.
GRANTEE’S ARE TO INCLUDE THE FOLLOWING IN THEIR DESCRIPTIONS REGARDLESS OF WHAT OPTION IS BEING USED TO DESCRIBE THEIR TRAINING PLAN:
· SPECIFY WHETHER ATTENDANCE IS MANDATORY, AND THE RAMIFICATIONS FOR NON-COMPLIANCE. 
· SPECIFY IF THE T&TA PLAN SPANS MULTIPLE PROGRAM YEARS (PY), INDICATE WHICH TRAININGS ARE INTENDED IN THE CURRENT PY AND WHICH ARE PLANNED FOR FUTURE PYS.
 * THE EMBEDDED SPREADSHEET, IF COMPLETED AT THE END OF THE YEAR TO RECORD DELIVERED TRAINING, CAN BE USED AS DOCUMENTATION FOR THE REQUIRED ANNUAL T&TA REPORT.  DOUBLE CLICK TO OPEN SPREADSHEET. ENTER INFORMATION AND CLOSE. IT WILL AUTOMATICALLY SAVE YOUR INFORMATION


	


	PROGRAMMATIC/ADMINISTRATION TRAINING
· FINANCIAL (I.E. 2 CFR 200)
· MANAGEMENT (I.E. 10 CFR 440)
· 

	The annual Georgia weatherization training conference include fiscal, and programmatic training. GEFA has recognized experienced WX network subgrantees who assist with peer to Peer training. The GEFA Program Manger 1 will assist with trainings, reporting and monitoring of fiscal and administrative management during the Program Year.  
	COMPREHENSIVE TECHNICAL TRAINING ALIGNED TO THE JOB TASK ANALYSIS (IDENTIFY AT WHAT INTERVALS WORKERS WILL RECEIVE REGULAR, COMPREHENSIVE TRAINING AS REQUIRED BY WEATHERIZATION PROGRAM NOTICE (WPN) 15-4)
· QUALITY CONTROL INSPECTOR
· ENERGY AUDITOR
· CREW LEAD 
· RETROFIT INSTALLER/TECHNICIAN

	 Georgia requires retrofit installers are to begin training within first 6 months of hire. additionally, retrofit installers (RIT) and crew leaders (CL) are required to attend comprehensive training every five years. all QCI and EA’s are required to recertify every three years through bpi.
	SPECIFIC TECHNICAL TRAINING 
· TOPICS IDENTIFIED DURING MONITORING VISIT(S)
· ENERGY MODELING
· HEALTH & SAFETY. ALL H&S TOPICS IN WPN 17-7 REQUIRE SOME LEVEL OF TRAINING FOR ALL AFFECTED WORKERS, THE FREQUENCY OF THIS TRAINING IS A GRANTEE DECISION. EXAMPLES INCLUDE:
· AIR CONDITIONING AND HEATING SYSTEMS
· ASBESTOS
· BIOLOGICALS AND UNSANITARY CONDITIONS
· BUILDING STRUCTURE AND ROOFING
· CODE COMPLIANCE
· COMBUSTION GASES
· ELECTRICAL 
· FORMALDEHYDE, VOLATILE ORGANIC COMPOUNDS (VOCS), FLAMMABLE LIQUIDS, AND OTHER AIR POLLUTANTS
· FUEL LEAKS
· GAS RANGE/OVENS
· HAZARDOUS MATERIALS DISPOSAL
· INJURY PREVENTION OF OCCUPANTS AND WEATHERIZATION WORKERS
· LEAD BASED PAINT
· EPA’S LEAD RENOVATION, REPAIR & PAINTING PROGRAM (RRP)MOLD/MOISTURE
· PESTS
· RADON
· SAFETY DEVICES
· VENTILATION AND INDOOR AIR QUALITY
· AMERICAN SOCIETY OF HEATING REFRIGERATION AND AIR-CONDITIONING ENGINEERS (ASHRAE) 
· WINDOW REPAIR, DOOR REPAIR
· WORKER SAFETY 
· OSHA 
· ADDITIONAL TOPICS AS DESCRIBED IN HEALTH & SAFETY PLAN
· CLIENT EDUCATION (TRAINING WORKERS TO CONDUCT CLIENT EDUCATION). EXAMPLES INCLUDE:
· ENERGY SAVINGS STRATEGIES
· PROGRAM-SPECIFIC INFORMATION. EXAMPLES INCLUDE:
· WHAT TO EXPECT
· ADDITIONAL RESOURCES
· HEALTH & SAFETY ISSUES

	GEFA offers specific training annually based on monitoring. Training for 2020 included Duct Testing - Blower door subtraction method and duct blower method, ASHRAE 62.2 and Red Calc, Weatherization Assistant review, and QCI Monitoring review
	CONFERENCES. EXAMPLES INCLUDE:
· ENERGY OUTWEST
· BUILDING PERFORMANCE ASSOCIATION
· NATIONAL ASSOCIATION FOR STATE AND COMMUNITY SERVICE PROVIDERS
· COMMUNITY ACTION PARTNERSHIP

	GEFA staff and subgrantees are encouraged to attend NASCSP, Energy Outwest, Building Performance and Community Action Partnership trainings and conferences. GEFA Staff and subgrantees have attended or plan to attend conferences such as Energy Outwest, NASCSP, building performance and/or community action partnership conferences this program year  
	OTHER, PLEASE SPECIFY:

	All Subgrantee and the GEFA senior program Manager 3 and Program Manager/Monitor will be required to attend mandatory Weatherization Assistant (WA) training before 4/1/2022 to ensure a smooth transition to new web-based WA, Version 10.


	5.0 – TECHNICAL ASSISTANCE
DESCRIBE THE TECHNICAL ASSISTANCE ACTIVITIES INCLUDED IN THE T&TA BUDGET CATEGORY.

	PROGRAMMATIC/ADMINISTRATION SUPPORT

	GEFA offers programmatic and technical support such as review of state plan, audit policies and procedures, Health and safety plan, invoicing, reporting and Hancock. 
	TECHNICAL SUPPORT

	 Blower Door, Duct Testing, ASHRAE, Ventilation, weatherization Assistant (NEAT & MHEA), Audit review and assessment are offered through GEFA and administrated by CHP. GEFA also offers in-process assistance and will conduct two  audit reviews  and submit to DOE for review before 6/30/21  
	HEALTH & SAFETY SUPPORT ACTIVITIES

	GEFA offers training such as ASHRAE 62.2, CAZ Testing, Client Education, Lead Safe & OSHA 10
	MONITORING 
WHAT PERCENTAGE OF T&TA FUNDING IS ALLOCATED TO MONITORING? (IF DEFINED IN SECTION B OF THE BUDGET DETAILS WITHIN THE ANNUAL APPLICATION, INCLUDE THAT WITHIN YOUR DESCRIPTION BELOW.)

	60% of Grantees T&TA budget is allocated for monitoring
	OTHER, PLEASE SPECIFY

	Describe Other Technical Assistance Activities Here
	

	6.0 CLIENT EDUCATION
DESCRIBE WHAT CURRENT AND PLANNED CLIENT EDUCATION MATERIALS AND/OR ACTIVITIES ARE INCLUDED IN THE T&TA BUDGET CATEGORY. ONLY THOSE PAID FOR WITH T&TA FUNDS NEED TO BE MENTIONED.

NOTE: THIS DOES NOT INCLUDE TRAINING WORKERS TO DELIVER CLIENT EDUCATION. THIS SHOULD BE DESCRIBED IN THE TRAINING SECTION, ABOVE.

	CLIENT EDUCATION ACTIVITIES PRIOR TO, DURING AND AFTER WEATHERIZATION WHICH ADDRESS THE WEATHERIZATION PROCESS AND ENERGY SAVINGS DETAILS

	Subgrantees give and review with clients a Client Energy Education Form. Clients are required to review and sign the Lead Safe RRP Pamphlet, Mold Pamphlet & Radon Pamphlet.  Subgrantees install and review operations of CO & smoke monitors and low flow shower heads with clients. Subgrantees also educate the clients on energy conservation by talking to them about unplugging unused electrical appliances and cords, encouraging them to turn heat down to 69 degrees during the winter months and AC up in the summer. 
	CLIENT EDUCATION ACTIVITIES REGARDING H&S ISSUES AS INDICATED IN WPN 17-7
· AIR CONDITIONING AND HEATING SYSTEMS
· ASBESTOS
· BIOLOGICALS AND UNSANITARY CONDITIONS
· BUILDING STRUCTURE AND ROOFING
· CODE COMPLIANCE
· COMBUSTION GASES
· ELECTRICAL 
· FORMALDEHYDE, VOLATILE ORGANIC COMPOUNDS (VOCS), FLAMMABLE LIQUIDS, AND OTHER AIR POLLUTANTS
· FUEL LEAKS
· GAS RANGE/OVENS
· HAZARDOUS MATERIALS DISPOSAL
· INJURY PREVENTION OF OCCUPANTS AND WEATHERIZATION WORKERS
· LEAD BASED PAINT
· EPA’S LEAD RENOVATION, REPAIR & PAINTING PROGRAM (RRP)MOLD/MOISTURE
· PESTS
· RADON
· SAFETY DEVICES
· VENTILATION AND INDOOR AIR QUALITY
· AMERICAN SOCIETY OF HEATING REFRIGERATION AND AIR-CONDITIONING ENGINEERS (ASHRAE) 
· WINDOW REPAIR, DOOR REPAIR
· WORKER SAFETY 
· OSHA 
· ADDITIONAL TOPICS AS DESCRIBED IN HEALTH & SAFETY PLAN
· 

	Clients receive a WX Orientation prior to work being performed. It includes a variety of H&S material. Also, measures that the clients can apply on their own.  Resources include WPN 11-6a, WPNs 11-6, WPN 09-6, WPNs 02-6 from DOE H&S Guidance.
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Worksheet Instructions

		T&TA Template Introduction

		This template was created to assist Weatherization Grantees to easily organize their annual training plan to meet the requirements of Weatherization Program Notice (WPN) 15-4. Once the plan has been approved by your Weatherization Project Officer, the Grantee can continue to use this template throughout the program year to capture key metrics for each completed training course or session. At the end of the program year, the Training & Technical Assistance (T&TA) planning and reporting template can be used to complete the training section (or as an attachment) of the Annual Training, Technical Assistance, Monitoring and Leveraging Report. 

















		Description of Information Fields



		Column		Title		Description

		A		Training Topic(s)		Record the specific topics you plan to offer the attendees, such as:
ASHRAE 62.2
Policies and Procedures Updates
Energy Auditor comprehensive 

		B		Training Requested or Initiated by?		Choose from the drop down menu. 

To add more options, select box. 

		C		Training Category		Select from the drop down list. 

To add more options, select box.

		C		Comprehensive or Specific Training?		Identify if the training is Comprehensive or Specific based on these definitions:

Comprehensive Training: Comprehensive, occupation-specific training which follows a curriculum aligned with the Job Task Analysis (JTA) for that occupation. 

Specific Training: Single-issue, short-term, training to address identified deficiencies in the field or office. Conference training are included in this category

To add more options, select box.

		E		Job Task Analysis (JTA)		Select from the drop down list. 

		F		Scheduled Date(s) of Training?		Record the planned date or dates for each of the identified trainings.

		G		Duration of Training (hours)?		Record the total numbers of hours that the training session is scheduled for. It is important to include the hours so the total hours can be easily calculated at the end of the grant year.
In addition, the Weatherization Assistance Program hopes to compile each Grantee’s total training hours to help demonstrate the program’s workforce development efforts.


		H		Continuing Education Unit(s) Offered?		When a planned training course offers CEUs, record the number of CEUs that will be offered.

		I		Training Center/Provider		Identify the training center or trainer that is scheduled to lead the training. 
Please remember that all Tier 1 trainings much be administered by or in cooperation with a training program that is accredited by a DOE-approved accreditation organization for the JTA being taught.

		J		Attendance Mandatory?		Indicate if attendance is mandatory or not for the identified workers.

		K		Estimated Costs		Record the planned budget or costs for the specific training session.

		L		Grantee/Subgrantee/Contractor Participating in Training 		Please identify the Grantee, Subgrantees and/or contractors that participate in the specific training session. We suggest entering the organization’s name and then the total number of employees from that organization in parentheses. 
For example:
ABLE Agency (4)
O’Malley and Sons (2)
(State) Dept. of Energy (2)

		M		Total Number of Participants		From the “Grantee/Subgrantee/Contractors Participating in Training” field, add up all of the participants and enter into this field.

		N		Actual Costs		Enter in the final actual costs for the training once it has concluded.

		O		Remarks/Comments		This is an open-ended field to provide Grantees the ability to include any details about the training or things to remember for future planning.



Use of Template is Optional		


Click Here
button 7

Click Here
button 7

Click Here
button 7



TRAINING EVENT LOG

		Training Topic(s)		Training Requested or Initiated by?		Training Category		Comprehensive or Specific Training?		Job Task Analysis (JTA)		Scheduled Date(s) of Training?		Duration of Training (hours)?		Continuing Education Unit(s) Offered?		Training Center/Provider		Attendance Mandatory?		Estimated Costs		Grantee/Subgrantee/Contractor Participating in Training 		Total Number of Participants		Actual Costs		Remarks/Comments

		"Example" QCI Training		Onsite Monitoring		Technical		Comprehensive 		QCI		10/9/19 - 10/20/19		80		32		Weatherization Academy (IREC accredited)		Yes		$8,000.00		ABLE Agency (4)
Can Do CAA (3)		7		$5,427.00		Contract with trainer approved 7/9/17. All QCI get opportunity for this comprehensive course every 5 years.

		Audit review training		Onsite Monitoring		Technical		Specific		EA		4/1/21-5/31/21		4				CHP		Yes		$12,400.00		All 14 agencies						each agency to receive two initial audit reviews to ensure that they are implementing proper procedures

		Energy Auditor						Comprehensive 		EA		As needed						Various		Yes				All Energy Auditors						All Energy Auditors are required to have current EA certification

		Weatherization Assistant Version 10						Specific		EA		7/1/21						CHP		Yes				All Energy Auditors						All agencies are required to attend new WA web-based training

		Retrofit installer						Comprehensive 		RIT		As needed						Various		Yes				Any person doing work in the field who does not hold other comprehensive training certifications or specific trade licenses through the state

		Crew Leader						Comprehensive 		CL		As needed						Various		Yes				Any person doing work in the field who does not hold other comprehensive training certifications or specific trade licenses through the state
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Menus

		To add additional drop down choices in the categories, simply enter the additional choice in the blank spaces below in the applicable category







		Training Requested or 
Initiated by		Comprehensive or Specific 
Training 		Training
Category

		Onsite Monitoring		Comprehensive 		Technical

		Subgrantee Request		Specific		Fiscal

		Contractor Request				Programmatic 

		Customer Complaint

		Program Requirement









		To return to the Worksheet instructions tab. Select box.











Click Here




