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

	Describe Incorporation of Feedback from Internal and External Reviews Here
	EXISTING OR PLANNED ACCREDITED TRAINING CENTER PARTNERSHIP OR WORKING RELATIONSHIP.

	Describe Existing or Planned Accredited Training Center Partnership or Working Relationships Here
	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)


	Describe Preparations for Future/Upcoming Program Requirements Here
	WHAT PROTOCOLS ARE IN PLACE WHICH ENSURE UNTRAINED STAFF ARE NOT LEFT WITHOUT SUPERVISIONS DURING FIELD OPERATIONS?

	Describe Guidance Provided to Subgrantees Here
	PARTNERSHIPS WITH THE STATEWIDE HOME PERFORMANCE INDUSTRY ON TRAINING ISSUES; IF APPLICABLE.

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

	Describe inclusion of Analysis of Subgrantee Effectiveness into T&TA Activities and Priorities Here


	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


	Describe Federally Required Credentials Here
	GRANTEE/STATE REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· BUILDING PERFORMANCE INSTITUTE BUILDING ANALYST
· GRANTEE-DEVELOPED CERTIFICATIONS 


	Describe Grantee/State Required Credentials Here
	SUBGRANTEE/LOCAL REQUIRED CREDENTIALS. EXAMPLES INCLUDE:
· CONTRACTOR LICENSING

	Describe Subgrantee/Local Required Credentials Here
	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

	Describe Process For Maintaining Workforce Credentials Here
	HOW CREDENTIALS ARE TRACKED

	Describe How Credentials Are Tracked Here
	


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

	Describe Programmatic/Administration Training Offerings Here
	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

	Describe Comprehensive Training Offerings Here
	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

	Describe Specific Training Offerings Here
	CONFERENCES. EXAMPLES INCLUDE:
· ENERGY OUTWEST
· BUILDING PERFORMANCE ASSOCIATION
· NATIONAL ASSOCIATION FOR STATE AND COMMUNITY SERVICE PROVIDERS
· COMMUNITY ACTION PARTNERSHIP

	Describe Planned Conference Attendance Here
	OTHER, PLEASE SPECIFY:

	Describe Other Training Activities Here


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

	PROGRAMMATIC/ADMINISTRATION SUPPORT

	Describe Programmatic/Administration Support Here
	TECHNICAL SUPPORT

	Describe Technical Support Here
	HEALTH & SAFETY SUPPORT ACTIVITIES

	Describe Health and Safety Support Activities Here
	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.)

	Describe Monitoring Budget Information Here
	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

	Describe General Client Education Activities/Resources Here
	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
· 

	Describe H&S Client Education Activities/Resources Here
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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.
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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




