Click here to enter text.		Version 1.0
TRAINING AND TECHNICAL ASSISTANCE (T&TA) 
PLAN NEW MEXICO
	1.0 – GENERAL INFORMATION
COMMENTS THAT DO NOT GENERALLY FIT INTO THE AVAILABLE TABLES BELOW

	During the pandemic, the majority of the training is offered online only.   The descriptions within this template will address both online and in-person classes.

	

	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 SUBRECIPIENTS
· OFFICE OF INSPECTOR GENERAL (OIG) REPORTS
· AMERICAN CUSTOMER SATISFACTION INDEX FEEDBACK, AND
· OTHER. EXAMPLES INCLUDE: 
· TRAINING FEEDBACK
· TRAINING RETENTION ACTIVITIES

	Scheduled training is determined by the existing number of staff in each of the four categories, the desired number in each category, monitoring results, agency feedback, and unit inspections. The training schedule may be changed to reflect feedback from the DOE Project Officer or other monitoring visits. Contractual requirements bind Subrecipients to the training schedule, and mandate MFA allot and approve sufficient T &TA funds to cover the cost of the entire training cascade.

DOE Monitoring Feedback:
DOE is scheduled to conduct a technical monitoring for the program in June 2021.  Any feedback from the project officer will be immediately communicated to the Subrecipients with any necessary training put into action for the agencies in need. 

State Audit Feedback:
MFA requires a yellowbook financial audit that follows all GAGAS standards for all Subrecipients.  Single audits are required for entities that receive over $750,000.  The audited financial statements and auditors report are reviewed my MFA upon completion.  Areas that are considered findings are discussed with the Subrecipients to help find suitable solutions or training.  The particular area of finding is followed up by MFA during the annual monitoring visit. 

Monitoring of Subrecipients:
MFA closely communicates with Subrecipients on a consistent basis. MFA can assess training needs very accurately through the process of 5% to 10% quality control site visits, annual on­site programmatic and technical monitoring. The training needs are communicated immediately to the Subrecipients when they are determined.
Notations, concerns, and findings resulting from a monitoring or inspection visit may but not always lead to comprehensive or specific training for the agency or individual in question. 


	EXISTING OR PLANNED ACCREDITED TRAINING CENTER PARTNERSHIP OR WORKING RELATIONSHIP.

	Energy Smart Academy, Santa Fe Community College, 6401 Richards Avenue, Santa Fe, NM 87508
https://www.energysmartacademy.com/online-courses.html


	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)


	In addition to following WAP Program Notices, MFA staff stays in close contact with NASCSP, Energy Out West, and other industry experts. Information gathered from phone meetings, conferences, emails, and updates is regularly dispersed to the Subrecipients and the Energy Smart Academy (Academy). If the industry changes or updates warrant a change in training or policies, those changes implemented soon after communication or training has taken place.
· WPNs and memos are sent out to the network within a day of release
· Relevant changes are discussed during our bi-weekly calls
· Agencies are sometimes contacted individually to discuss how changes can be made. 



	WHAT PROTOCOLS ARE IN PLACE WHICH ENSURE UNTRAINED STAFF ARE NOT LEFT WITHOUT SUPERVISIONS DURING FIELD OPERATIONS?

	Untrained staff does not complete any work without supervision of trained staff.  Although it is encouraged to hire certified staff from the network it is not frequently possible, therefore, it is not a requirement for applicants to have certification prior to hiring. Each Subrecipient is required to have a training plan for each job position. 

Upon hire, the employee is required to complete the on­line training curriculum for their position after each agency’s individual new employee probationary period. In addition, Subrecipients all have an internal training/shadowing on the job mentoring plan.
 
Each new staff member is responsible for attending and passing all the courses required for their job category and encouraged to within one year of being hired. MFA watches this process and communicates with the agency about the employee’s progress.



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

	NA

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

	In order to assess effectiveness, the NM Energy$mart Online System (System) captures the individual unit production data on a monthly basis. The completed unit data is captured for each agency and shows the projected energy savings in MMBTUs for each auditor in the agency in addition to other important details about the unit.
Not only does this screen ineligible costs, but it allows for one and one conversation with the auditor, final inspector, or data entry person that yields opportunities for training that person.
This information is useful in that it can compare agency to agency, and auditor to auditor. Though the climatic conditions are vastly different from the northern part of the state to the southern, these comparisons can be helpful in determining weaknesses and individual training needs.

The System also shows the frequency with which each agency and auditor installs individual measures and allows MFA to assess each Agency’s performance.

The form of desk monitoring will allow for units to be flagged for future inspection if a particular house appears to be a good candidate for inspection and training. 





	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


	EPA RRP
Crew Leaders, Energy Auditors, and Final Inspectors are required to have received and passed the EPA Renovation, Repair and Painting course offered by the academy within timeframes set by each agency.  
Recertifications needed:  8
New Certifications needed:  12
Energy Auditor
Energy Auditor is required before obtaining a QCI.  We do not require new assessors to successfully pass the tests, however, new assessors must receive the online class upon hire of that position. 
Energy Auditor series of classes prepare candidates for the BPI Home Energy Professional Energy Auditor Certification exams. This course focuses on developing the skills necessary to be an effective Energy Auditor consisting of theory, role­playing, and hands-on field exercises to prepare Energy Auditors for success in performing a comprehensive energy audit. The course covers introduction to weatherization, auditing, health and safety issues specific to weatherization, construction details, building science, equipment, basic math, code compliance, data gathering, HVAC for auditors, NEAT and MHEA, OSHA30, RRP, Lead Safe Weatherization, AHERA, ASHRAE 62.2 2016, Communication skills, Advanced NEAT and MHEA.
Online Energy Auditor
This 36 - 40 hour class covers everything needed for the work of the energy auditor, except the actual hands-on practice, which can be done at our training center once things are all up and running again. There may also be the opportunity for video/webinar field training if access to the equipment needed is available. The online class is engaging with the ability to have both online student and instructor interaction.  Students wishing to take the Energy Auditor written exam may take it through remote proctoring. 

Diagnostic tests include:

· Blower door & pressure differential
· Duct pressurization & pressure pan
· Ventilation fan flow rate
· Combustion safety (gas leaks, worse case CAZ, spillage, draft, CO)
· HVAC Assessment, temperature rise, steady state efficiency
Recertifications needed:  0
New Certifications needed:  6
Quality Control Inspector
By the time an individual is ready for this certification, all of the course material will have been covered in previous classes. An online class is offered to help prep for the written exam and final certification.  This certification is required for any final inspectors.  

Online Quality Control Inspector
This class covers everything needed to then take the BPI Quality Control Inspector online exam and is 15 hours long.  This may be completed through remote proctoring.  There is an Energy Auditor Certification as a prerequisite for this class.

Recertifications needed:  3
New Certifications needed:  6

Online Multifamily Quality Control Inspector.
This class takes about 15 hours. It covers most of the material from the MFQCI Job Task Analysis. There will be an in-person section to this class added in the future. 

Recertifications needed:  0
New Certifications needed:  2

OSHA
Recertifications needed:  16
New Certifications needed:  18



	GRANTEE/STATE REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· BUILDING PERFORMANCE INSTITUTE BUILDING ANALYST
· GRANTEE-DEVELOPED CERTIFICATIONS 


	Certifications will be available for individuals within the agencies for various installer activities.  The system outlined below has been developed by the DOE toolkit and the Academy and will be the source of state certifications for weatherization.  These badges map exactly to the Field Guide tasks. 

1.	MFA works with each agency to designate one trusted QCI, EA or CL (Grader) at the agency who can approve badges for Installer tasks. A Crew Leader who is already working with Installers in the field is the easiest choice.
2.	The Grader then has a Zoom call with Academy staff, to go over the tasks, work guide and rubrics for grading.
3.	While working, once an Installer can successfully complete a task (2-3 times), based on the steps in the visual guide, the Installer can ask the Grader to evaluate him / her, using the appropriate rubric.
4.	The Grader will evaluate the task, fill out the grading rubric, then he/she will sign and send to ESA.
5.	ESA will then award a badge to the Installer. The badge can be shared by email, social media, or downloaded as a certificate.

	SUBRECIPIENT/LOCAL REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· CONTRACTOR LICENSING

	All Subrecipients are required to have contractor licenses issued by the Construction Industries Division of the State of NM for the buildings in which they perform the work.  Single family agencies need the GB02, and multifamily agencies are required to have the GB98 license. 
The mechanical/plumbing licenses (MM04) are optional; however, two of the three agencies have and maintain their mechanical license and the third is working towards this license in addition to an electrician license. 

	INDUSTRY REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· EQUIPMENT/MATERIAL MANUFACTURE CERTIFICATION 
· VENDOR CERTIFICATION
(E.G. EQUIPMENT/MATERIAL MANUFACTURE CERTIFICATION, VENDOR CERTIFICATION)

	No industry credentials are required. 

	PROCESS FOR MAINTAINING WORKFORCE CREDENTIALS

	Subrecipients are responsible for ensuring everyone within their organization maintains each of their earned credentials.  As a credential is approaching the expiration date, the individual holding that certification will schedule review classes if necessary and arrange for the recertification process and testing with the testing center that oversees that credential. In most cases that is the Academy. 
MFA is notified when the credential is successfully renewed. 


	HOW CREDENTIALS ARE TRACKED

	During the annual renewal or RFP period, the Subrecipients are required to provide existing credentials with expiration dates for each person.  This is also reviewed during monitoring, discussed during our bi-weekly calls, and individual ongoing discussion with each agency. 

	


	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 SUBRECIPIENT STAFF. INCLUDE TECHNICAL AND NON-TECHNICAL TRAINING.
B) OR USE THE FIELDS BELOW TO IDENTIFY AND DESCRIBE THE TRAINING SCHEDULE FOR GRANTEE AND SUBRECIPIENT 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)
· 

	Financial training 
2 CFR 200 training is offered annually or when requested. 

Procurement and Program Management 
Training made available through the Litmos and EERE websites are encouraged for all new program staff and especially management. 


	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

	Comprehensive training is normally offered at the beginning of every month by the Energy Smart Academy. Each agency consults with MFA prior to signing up for the classes about what would be most appropriate based off the most recent desk monitoring, monitoring, unit inspections, or phone conversations. The Comprehensive training classes are determined at least one month prior to scheduling the class. Follow up on agency skills and conversations happen on a continual basis.

MFA, the Academy and Subrecipients work together to develop a comprehensive training calendar each year. In addition to specific course modules, the Academy has the capability of providing Specific training and even additional Comprehensive training as needed in order to resolve emergent issues from MFA or DOE monitoring.

The schedule minimizes production downtime and allows sufficient opportunities for Subrecipients to complete mandatory trainings in a timely manner. The Academy provides classroom space and a well-equipped lab to optimize skills acquisition across all training levels through a combination of lecture, hands on demonstration and field training. The Training Academy is fully equipped with a mobile rig, a diagnostic cabin, and demonstration units for insulation, attic air sealing, mobile home training, combustion appliances and an online training platform. Access to an expanded staff of specialists will allow additional training in OSHA, Lead Renovator/Dust Sampling, and HVAC.


	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

	Specific trainings offered:
Infrared Thermography
Auditing Software Intensive (NEAT)
Auditing Software Intensive (MHEA)
Lead Safe Weatherization
OSHA 10 hours for Construction
Lead RRP
Ride-Alongs
Project Management
Transitioning to Supervisor
AHERA
HVAC and Electrician Training 
Radon
Health Homes for Weatherization
Version 10 Weatherization Assistant Online
Administrative and Business Training


	CONFERENCES. EXAMPLES INCLUDE:
· ENERGY OUT WEST
· BUILDING PERFORMANCE ASSOCIATION
· NATIONAL ASSOCIATION FOR STATE AND COMMUNITY SERVICE PROVIDERS
· COMMUNITY ACTION PARTNERSHIP

	NASCSP, HPC, and Energy Out West conferences are allowable trainings under the NM Energy$mart Program. Agencies must use their Specific training budget for these conferences. Agencies may be limited on the amount of funds available for the conferences because of the Comprehensive majority requirement, and possible mandatory ride alongs resulting from unit inspections. Therefore it is important that each agency carefully consider what staff will be attending each conference and which conference will be most beneficial for the particular individuals attending.

Since this is a highly sought after use of training funding, it is considered a valuable commodity. Agencies are expected to obtain the full use of information gathered from the conferences. This includes attendance to all classes, updates, and sessions in addition to utilizing as much networking with other states as possible. Agencies must submit a list to MFA of who will be attending each conference and a statement that each individual will attend all classes that he or she has selected. No conference reimbursements will be released without proof of all class attendance. If an individual chooses not to attend a class or does not obtain the necessary proof of attendance, the agency may not receive full reimbursement for that individual. T and TA funds may not be used to pay for anyone attending a conference that does not attend the accompanying classes or sessions. If conference activities such as hotel and flight costs have been paid for in advance by MFA and an individual is unable to attend the classes offered by the conference, MFA will not ask for reimbursement of those costs from the agency if there is justification for missing the classes.


	OTHER, PLEASE SPECIFY:

	



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

	PROGRAMMATIC/ADMINISTRATION SUPPORT

	In addition to the Training Program, MFA meets with Subrecipients regularly per year to discuss emergent issues. This type of communication helps maintain consistency in the services provided throughout the state. Each of these meetings will serve a core group of the weatherization workforce, in addition to including a gathering of program directors to discuss the program. These meetings will include a Program Director round table and, when necessary, staff discussion covering a specific topic, including fiscal, administrative, technical intake and client education issues.
The existing energy auditors are expected to attend the training developed by ORNL for the web-based version of NEAT and MHEA before the start of PY 2021.  Any new energy auditors will be required to attend the training prior to determining any scope of work for a unit. 



	TECHNICAL SUPPORT

	The NM Energy$mart program has a Technical Committee which meets bi-monthly. The committee is composed of lead technical weatherization staff from each of the Subrecipients, MFA’s Energy$mart staff and the training academy staff. The purpose of the Technical Committee is to identify challenges and share best practice among the agencies.

Web-Based NEAT and MHEA Transition
By the start of this program year (July 1, 2021), it is expected to be fully transitioned over to the web-based v10.  The NM network is currently very familiar with the use of these audits and is learning how the web-based version differs from the desktop version by utilizing the public platform.

There will be constant oversight from MFA’s Program Managers during the first few months that will start off as training and consulting and end up being a portion of monthly desk monitoring. 



	HEALTH & SAFETY SUPPORT ACTIVITIES

	Health and safety is continuously assessed and discussed throughout the year during monthly technical calls, and unit inspections. Dialogue also takes place on an as needed basis between the field staff and MFA’s technical manager with health and safety questions, comments or issues noticed from monthly reporting or day to day routine assessments. All of this communication can result in Comprehensive or Specific training that can be anything from structured classroom setting to “ride alongs” where the instructor accompanies the crew on an actual job site.
All Subrecipient field staff will be required to complete OSHA 10 training. All Crew Chiefs, Auditors and Inspectors will be required to complete OSHA 30. These courses will be construction safety courses configured to weatherization through use of Job Hazard Analysis and existing accident and injury logs of the Subrecipients.


	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.)

	Administration funds used for monitoring is $13,431 and will be 98% of the monitoring budget.  T and TA funding used will be $220 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

	In tandem with a well trained workforce, a well-informed consumer will help make best choices in maximizing effect of weatherization measures. Understanding measures to be implemented at a home is key to garnering homeowner and occupant cooperation during installation and afterward. 

The SWS has been thoroughly examined for all client education points. A list of all sections that specifically spell out what needs to be delivered to the clients has been given to the Subrecipients and the Subrecipient utilization of these topics are currently part of what monitoring and unit inspections include.


	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
· 

	Health and safety client education is provided by the intake staff, the energy auditor, the crew leader, installers, and final inspectors of the program.  Each individual covers different areas and, in many cases, overlap with each other depending on the client needs and level of understanding. The following list are topics that may be covered during client education:
· COVID-19
· Lead Based Paint – every home
· Suspected asbestos containing materials
· Radon- every home
· Combustion venting
· Carbon monoxide- most homes
· Mold and mildew
· Plumbing and gas leaks
· Pests
· Existing air quality issues
· Electrical hazards
· Kitchen range safe use
· Dryer lint trap cleaning of 1/4” mesh
· ASHRAE fan use- most homes
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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		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		Subgrantee/Contractor Participating in Training 		Total Number of Participants		Actual Costs		Remarks/Comments

		Installer		Program Requirement		Technical		Comprehensive 		RIT		Online and badges		12  hours online  and  badging after that				Energy Smart Academy		Yes		$20,000.00		CNMH		6

		Final Inspector		Program Requirement		Technical		Comprehensive 		QCI		Online and online exam		15 hours online		15		Energy Smart Academy		Yes		$10,000.00		CNMH		2

		Auditor		Program Requirement		Technical		Comprehensive 		EA		Online with field prep and exams in person later in the year		36 hours online plus 2days in-person prep		36		Energy Smart Academy		Yes		$15,000.00		CNMH		2

		Mobile Home Auditor		Program Requirement		Technical		Comprehensive 		EA		Online and Zoom		4 hours		4		Energy Smart Academy		Yes		$4,000.00		CNMH		2

		Crew Leader		Program Requirement		Technical		Comprehensive 		CL		Online		15 hours online		15		Energy Smart Academy		Yes		$10,000.00		CNMH		4

		Peer Exchanges		Program Requirement		Programmatic 		Specific						8		0		MFA		No		$2,000.00		CNMH		2 to 4

		HVAC Training		Subgrantee Request		Technical		Specific				Online or in person TBA		8		4		Energy Smart Academy		No		$10,000.00		CNMH		4 to 8

		2 CFR 200		Subgrantee Request		Financial		Specific						10		0				No		$2,000.00		CNMH		3 to 4

		Cost Allocation		Program Requirement		Financial		Specific						10		0				No		$2,000.00		CNMH		3 to 4

		Program Management		Program Requirement		Programmatic		Specific						10		0				No		$1,000.00		CNMH		3 to 4

		Conferences		Subgrantee Request		Technical		Specific				September, 2021, January 2022, April 2022		126		usually		NASCSP, BPA		No		$50,000.00		CNMH		20 to 30

		Other Specific Training		Subgrantee Request		Technical		Specific						16 hours		Depending on class		Energy Smart Academy		No		$29,147.78		CNMH		5 to 10				To be determined after monitoring

		Installer		Program Requirement		Technical		Comprehensive 		RIT		Online and badges		12 hours				Energy Smart Academy		Yes		$30,000.00		Southwest Regional		3

		Final Inspector		Program Requirement		Technical		Comprehensive 		QCI		Online and online exam		15		15		Energy Smart Academy		Yes		$10,000.00		Southwest Regional		1

		Auditor		Program Requirement		Technical		Comprehensive 		EA		Online with field prep and exams in person later in the year		36 plus in-person prep 2 days		36		Energy Smart Academy		Yes		$15,000.00		Southwest Regional		2

		Mobile Home Auditor		Program Requirement		Technical		Comprehensive 		EA		Online and Zoom		4 hours		4		Energy Smart Academy		Yes		$4,000.00				2

		Crew Leader		Program Requirement		Technical		Comprehensive 		CL		Online		15		15		Energy Smart Academy		Yes		$15,000.00		Southwest Regional		7

		Peer Exchanges		Program Requirement		Programmatic 		Specific						8		0		MFA		No		$2,000.00		Southwest Regional		4

		HVAC Training		Subgrantee Request		Technical		Specific				Online or in person TBA		8		4		Energy Smart Academy		No		$5,000.00		Southwest Regional		2

		2 CFR 200		Subgrantee Request		Financial		Specific						10		0				No		$2,000.00		Southwest Regional		1

		Cost Allocation		Program Requirement		Financial		Specific						10		0				No		$2,000.00		Southwest Regional		1

		Program Management		Program Requirement		Programmatic		Specific						10		0				No		$1,000.00		Southwest Regional		2

		Conferences		Subgrantee Request		Technical		Specific				September, 2021, January 2022, April 2022		126		usually		NASCSP, BPA		No		$40,000.00		Southwest Regional		18

		Other Specific Training		Subgrantee Request		Technical		Specific				TBA		16		Depends on class		Energy Smart Academy		No		$62,355.13		Southwest Regional		5				To be determined after monitoring

		Installer		Program Requirement		Technical		Comprehensive 		RIT		Online and badges		12 hours		0		Energy Smart Academy		Yes		$10,000.00		ICAST		2

		Final Inspector		Program Requirement		Technical		Comprehensive 		QCI		Online and online exam		15		15		Energy Smart Academy		Yes		$20,000.00		ICAST		3

		Auditor		Program Requirement		Technical		Comprehensive 		EA		Online with field prep and exams in person later in the year		36 online plus 2 days in person		36		Energy Smart Academy		Yes		$30,000.00		ICAST		4

		Crew Leader		Program Requirement		Technical		Comprehensive 		CL		Online		15		15		Energy Smart Academy		Yes		$15,000.00		ICAST		7

		Peer Exchanges		Program Requirement		Programmatic 		Specific						8		0		MFA		No		$2,000.00		ICAST		4

		HVAC Training		Subgrantee Request		Technical		Specific				Online or in person TBA		8		4		Energy Smart Academy		No		$4,000.00		ICAST		2

		2 CFR 200		Subgrantee Request		Financial		Specific						10		0				No		$2,000.00		ICAST		2

		Cost Allocation		Program Requirement		Financial		Specific						10		0				No		$2,000.00		ICAST		2

		Program Management		Program Requirement		Programmatic		Specific						10		0				No		$2,000.00		ICAST		2

		Conferences		Subgrantee Request		Technical		Specific				September, 2021, January 2022, April 2022		126		Usually		NASCSP, BPA		No		$20,000.00		ICAST		4

		Other Specific Training		Subgrantee Request		Technical		Specific				TBA		16		Depends on class		Energy Smart Academy		No		$67,225.70		ICAST		2				To be determined after monitoring

																						$517,728.61
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		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.
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