Weatherization Assistance Program

Quality Assurance Review

	AGENCY
	
	REVIEW DATE
	

	Q.A. CONSULTANT
	
	REVIEW PERIOD
	


INSTRUCTIONS: The following report contains two types of Recommendations by the Quality Assurance Consultant. Suggestions are recommendations offered to enhance the effectiveness of the program.  Requirements are issues of compliance with regulations or program rules, and must be implemented by the agency. Please respond to both types of recommendations within 45 days of the cover letter to the form.

Administrative Follow-up

	Previous Recommendations 
	Status of Previous Recommendations

	
	


Staffing & Training/Certification

	List Weatherization staff and duties.

	Name & Position
	Hire date
	Certifications and Expiration Date
	Duties

	
	
	
	

	List Contractor employees

	Contractor Name
	

	Employee Names
	Hire date
	Certifications and Expiration Date
	Duties

	
	
	
	

	
	Findings & Recommendations

	Has the agency, its contractors, and employees met the training/certification requirements?
	


Client Selection

	
	Findings & Recommendations

	How are eligible clients selected?
	

	Describe the agency’s priority system.
	

	Does the agency follow its priority system?
	

	How does the agency track redetermination dates?
	

	List the counties served by the agency and the number of clients on the waiting list.

	County
	Waiting List
	County
	Waiting List

	
	
	
	

	
	
	
	

	
	
	
	


Procurement

	
	Findings & Recommendations

	Materials
	

	How are materials procured?
	

	How does this provide competition?
	

	Who tracks inventory materials and how they are charged to a job?
	

	Contractors
	

	Describe the contractor bid process and how contractors are selected.


	

	Track a sample of cases from the contractor’s submission of the bill through the date the funds are cleared from the agency account.

	Contractor name
	Submission date
	Check date
	Cashed date

	
	
	
	

	
	
	
	

	
	
	
	


Fiscal Management/Production

	
	Findings & Recommendations

	Who completes the budget forms for Wx?  When were original program budgets approved?  Please list dates.
	

	Describe agency process and timeline for entry of jobs into database.  Who is the individual that performs this task?
	

	How is the average cost per home tracked and who performs this task?

How are agency support costs figured into this average cost? How is it communicated to Wx staff?
	

	Do Wx personnel receive expenditure reports?  Do Wx personnel have a copy of the most recent approved budget?
	

	Describe agency process for identifying costs that can and should be charged to utility programs.  What is the total of jobs completed and the total dollar reimbursement from utility programs?

	

	Review production from the most recently completed full contract period.  Was all of the original allocation spent and within program averages?

	Program
	Period
	Homes Completed
	Dollars Expended
	Avg Cost Per Home

	DOE Base
	
	
	
	

	LIHEAP Base
	
	
	
	

	LIHEAP Mech
	
	
	
	

	LIHEAP Cap Int
	
	
	
	

	SWEEP
	
	
	
	


General

	
	Findings & Recommendations

	What is the agency’s policy on landlord contributions to Weatherization work?  Does the agency’s rental policy satisfy all conditions in Section 303 of the Policy and Procedures Manual?
	 

	Has the agency utilized the refrigerator replacement program?  How many refrigerators were tested and how many replaced? Check the Roeing software to ensure agency is entering refrigerator testing data.  (Wx requires testing of all refrigerators in owner-occupied homes.  Compare owner-occupied home numbers versus refrigerators tested number.  All tested units must be entered into database.)
	

	Describe the agency’s client education procedures. (tool kit and curriculum)
	

	For the dwellings that receive an in-field visit, please verify that blower door numbers, measures installed and final inspection dates on the agency work order are identical to those listed in the software.
	


XRF Monitoring

	
	Findings & Recommendations

	List the staff person who is a licensed lead assessor and the date the certification expires. (If not a Wx staff person, inquire about when and how the lead assessor is made available to the Wx staff.)
	 

	What is the agency’s process for generating lead reports?  How is the client notified if lead is found in the dwelling? (If a lead report was not found in any file during the review, please ask agency to pull out a file containing a lead report or a file that received through the siding side wall insulation.)
	

	Ask to see the agency’s Leak Test Analysis Result.  (XRF should be tested every six months.) 
	

	When was the XRF last resourced?
	


Client File Review

	
	Findings & Recommendations

	Total Number of dwellings and completions during the review period.
	Total dwellings  ____    Total completions  ____


	A sampling of 10% of client files must be reviewed for accuracy of calculations, timeliness of services and evaluation of weatherization measures.
	Number of files reviewed 

Number of homes completed   

Percent reviewed     

	A sampling of homes from the files reviewed must be evaluated on-site to ensure applicability and proper installation of WX materials.
	Number of units inspected 


Specific Findings

	
	Findings & Recommendations

	Client Name

Address

Description of unit:


	File Findings:

Home Inspection Findings:

	Client Name

Address

Description of unit:


	File Findings:

Home Inspection Findings:

	
	


TRENDS
	Please identify any trends or common issues found in either the file review or at homes that received an in-field visit. (Examples: wholesale avoidance of side wall insulation or no client signature on a particular form.) 
	


	Exit Interview Date
	

	List Agency Staff Present

 
	

	List DFC/HCSS Staff Present


	

	Notes
	


