	[bookmark: _Hlk59700695]General instructions for completing the Weatherization Workforce Survey 
(Option 1):
· Before beginning the survey, you will need to have employee profiles for WAP staff so that you can reference their years of employment (hire dates), and Home Energy Professional certifications held and current wage information. Once you submit the survey, you can not go back and edit. 
· Once you have the above information for each WAP employee, completing the wage survey will take approximately 45 minutes. Please note that if you use page 2, use the “Prev” button on the bottom of the page to return to page 1 rather than the back button on your browser. 



	Question
	Instruction

	Question 1

	Enter your full agency name without abbreviations.

	Question 2

	Please select the correct type of organization for your agency.

	Question 3
	Enter the WAP funding your agency received for the most current Program Year. This includes DOE, LIHEAP, and other WAP funds. This number should be entered as a whole number without decimals or commas. 

	Question 4

	Enter the county where your primary office is located.

	Question 5
	Enter the state your agency is located in.

	Question 6
	Indicate the makeup of your WAP agency—Are you primarily crew-based, contractor-based, or both. 

	Question 7
	Use the sliding bar or the text box on the right to enter a number for the agency fringe rate. The fringe rate should include health/life/disability insurance, 401k, etc. It does not include FICA, unemployment, or worker’s compensation.

	Question 8
	Enter how many months it takes your agency to fill WAP jobs. This should be an average and an approximate answer is satisfactory.

	Question 9
	Indicate the severity of WAP staff turnover in your agency.

	Questions 10-15 require personnel data for the current WAP employees at the agency. If you do not employ a position (i.e., Retrofit Installer) you may simply skip that job classification. If your agency has more staff than listed below, select “Yes” on Question 16 to answer more employee information on the 2nd page.

	Question 10
	Answer the number of years of experience (since hire date), current hourly wage, and certifications held for each Retrofit Installer employee. Each employee should be entered on a separate row. The hourly wage is in a range, and you should select the range that includes the employee’s current hourly wage.
· Retrofit Installer: Installation of WAP materials for energy conservation and health and safety measures such as performing air sealing, installing lighting, and insulation, battery operated smoke/CO alarms, etc. Perform blower door and some diagnostic testing and H&S diagnostic testing. 
· May also have the title of Crew Tech, Crew Worker, Crew.

	Question 11
	Answer the number of years of experience (since hire date), current hourly wage, and certifications held for each Crew Lead employee. Each employee should be entered on a separate row. The hourly wage is in a range, and you should select the range that includes the employee’s current hourly wage.
· Crew Lead: Supervises install crew, manages work quality to Standard Work Specifications (SWS), performs and oversees installation work. Perform blower door and some diagnostic testing and H&S diagnostic testing. 
· May also have the title of Crew Chief

	Question 12
	Answer the number of years of experience (since hire date), current hourly wage, and certifications held for each Energy Auditor employee. Each employee should be entered on a separate row. The hourly wage is in a range, and you should select the range that includes the employee’s current hourly wage.
· Energy Auditor: Performs energy audit or dwelling/energy assessment on the unit. Perform blower door and diagnostic testing and H&S diagnostic testing. Recommends scope of work.
· May also have the title of Estimator, Dwelling Assessor, Home Inspector, Energy Assessor

	Question 13
	Answer the number of years of experience (since hire date), current hourly wage, and certifications held for each Quality Control Inspector (QCI) employee. Each employee should be entered on a separate row. The hourly wage is in a range, and you should select the range that includes the employee’s current hourly wage.
· QCI: Performs the final inspection on all dwellings to ensure compliance with SWS, energy audit verification, and state WAP program requirements. Final diagnostic testing and verification.
· May also have the title of Final Inspector

	Question 14
	Answer the number of years of experience (since hire date), current hourly wage, and certifications held for each WAP Intake Specialist employee. Each employee should be entered on a separate row. The hourly wage is in a range, and you should select the range that includes the employee’s current hourly wage.
· WAP Intake Specialist: Supports client screening and intake, applications, file management, and client customer service.
· May also have the title of WAP Admin, Program Support

	Question 15
	Answer the number of years of experience (since hire date), current hourly wage, and certifications held for each WAP Program Manager employee. Each employee should be entered on a separate row. The hourly wage is in a range, and you should select the range that includes the employee’s current hourly wage.
· WAP Program Manager: Responsible for comprehensive program management, delivery and compliance with all federal and state rules. Reviews work orders. Solicits bids and awards contracts. Main point of contact with state agency. May maintain professional certifications for HEP Energy Auditor or Quality Control Inspector.
· May also have the title of WAP Director, WAP Analyst, WAP Coordinator

	Question 16
	If the agency has more employees that were not captured in the rows above, select “Yes.” When you get to the bottom of the page, pressing “Next” will allow you to enter more employee information on the next page. Selecting “No” to question 16 will not allow you to enter additional employee information.

	Question 17
	Complete the table using the dropdown menus. For the “Difficult to Retain” column, use only one rank per position with 1 being the most difficult to retain and 6 being the least difficult. Choose the average starting hourly wage range for each employee type. Also choose the current number of vacancies for each position. 

	Question 18
	Enter comments regarding your agency’s successful hiring strategies, innovative practices, partnerships, or any other feedback about workforce development and retention.

	If you selected “No” to question 16, pressing “Next” will submit the survey, and it cannot be edited after it is submitted. 



