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	Parts 1 – 4                             Grantee checklist - Grantee provides:

	Part 1
Staff resources & miscellaneous

B.  Provide organizational chart showing grantee-run programs


B.
Complete Table 1.2 or provide in another format (other housing-related programs)


F.  Provide Training & Technical Assistance plan

H.  Grantee vehicle safety inspection checklist

	Part 2 
General management & rental policy

C.  Applicant appeal procedures


D.  Documented quality control system


G.  Grantee conflict of interest policy or specific reference to Financial Policy


H.  Approved Rental Housing Plan


H.  Rental Agreement

	Part 3
Outreach & eligibility

B.  Table 3.2 Grantee process for application outreach/ intake - for discussion 

D.  Written service priority policy


	Part 4
Property

C. Table 4.2 Required equipment - inventory & maintenance


Part 1.  Grantee resources, risk & miscellaneous

A. Purpose/other

1. This part focuses on grantee resources and potential constraints, training requirements, and risk related specifically to the operation of the weatherization program.  This part assesses influences on weatherization program capacity at the agency level, and risk specific to the Weatherization Program.  Several questions verify grantee compliance relating to health and safety.
	Table 1.1 Grantee completes prior to visit

	1.  Name - DOA staff conducting review: 

	

	

	2.  Grantee staff participating in review (Name, Title): 

	

	

	

	

	 

	 
	 

	3.  Complete using month prior to last invoice date.
	 

	Last date grantee submitted invoice:
	xx-xx-200x

	Contract production month of visit:
	month


B. Grantee resources in weatherization/ housing - informational
1. Provide a current organizational chart showing the major grantee-run programs.
2. What types of other (local, state, federal) weatherization/housing programs are run by the grantee (e.g., multifamily, Home, Targeted, etc.), for how long (years) and in what area(s)?  Complete Table 1.2 or provide information in another format/attachment.
	Table 1.2 Grantee-run weatherization/ housing programs

	Program
	Running since…
	Service area

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Other comments/descriptive information
3. Are there competing programs that conflict with, or affect, production?  If so, why and how do they affect production?

Response
4. Does the grantee provide weatherization services to other weatherization agencies or outside sources?  

Response
5. Does the grantee receive such services from other weatherization agencies or outside sources?  If yes, from whom?

Response
C. Staff retention/hiring – informational/best practice
1. Identify any barriers, concerns or challenges regarding staff retention and hiring.

a) Staff retention:  Response
b) Hiring qualified staff:  Response
2. Does the grantee have a retention/ incentive plan?  Yes/ no
3. Are there other factors that seem to have a positive effect on employee retention (e.g., ‘family-friendly,’ flex-time policies, etc.)?

Response
D. Weatherization staff – risk/best practice
1. When driving a vehicle is required as part of job responsibilities:

a) Is there an annual review of current Driver’s Licenses for such staff?  yes/ no
b) Is there a written policy on vehicle use?  yes/ no
c) If ‘yes,’ does the grantee require a signed acknowledgement of receipt of such a policy for weatherization/other staff?  yes/ no
2. What is the grantee procedure for new employees that haven’t yet had required training such as Lead Safe Work practices certification (LSW)?
Response
E. Subcontractor training & safety (Chapters 7.H & 10.A)
1. Describe the system used to ensure subcontractors have required training (e.g., LSW)?

Response
2. Do you provide or arrange training for subcontractor staff?  Yes/ no   If ‘yes,’ what types of training?
Response
3. Are all required subcontractor staff trained in Lead Safe Work practices or equivalent?

Response
F. Training (Chapter 10.A)

1. Provide a copy of your approved Training & Technical Assistance Plan for the weatherization program for the current contract year?  Response
2. Does it reflect information in section E (subcontractor training), above?  

Response
3. Does grantee use, or plan to use, T&TA funds for out-of-state travel (current contract)?

Response
G. Health & safety (Chapter 10.A)                                                                                     ON-SITE
1. How does the grantee maintain Material Safety Data Sheets (MSDS) on materials used?
Response
2. How are MSDS sheets made accessible to all installers and/or sub-contractors?
Response
3. DOA staff:  Verify.   DOA response
4. What standard safety equipment is accessible to all installers?  Complete Table 1.3.
	Table 1.3 Health & safety equipment/ materials

	Eye wash:
	
	Ladder jacks
	
	Roof jacks:
	

	First aid kit(s)
	
	Ladder hooks:
	
	Safety harnesses:
	

	Fire extinguishers:
	
	Hard hats:
	
	Scaffolding:
	

	Glasses/Goggles:
	
	Respirators (w/filters):
	
	Tyvek suits:
	

	Gloves: latex:
	
	Standard dust:
	
	Uniforms:
	

	Gloves: heavy duty:
	
	HEPA fume filters:
	
	Walk planks:
	

	HEPA vacs:
	
	HEPA dust filters:
	
	Work boots:
	

	SCBA/NIOSH Respirators
	
	
	
	
	

	Other:
	


5. Does the grantee have a written confined space procedure policy?  yes/ no.  If ‘yes,’ provide a copy.

6. How does the grantee insure compliance of their subcontractors with safety & health requirements?
Response
H. Vehicles & miscellaneous                                                                                        ON-SITE
1. DOA staff: Verify that maintenance records are present.

 DOA response
2. Provide a copy of the grantee vehicle safety inspection checklist
 Response
3. (Chapter 5) DOA staff: Check materials for compliance with DOE Standards for Conformance and any other applicable requirements.
DOA response
Part 2.  General management & rental policy
A. Purpose/other

1. This part focuses on compliance with chapters 2 and 3 from the Weatherization Manual.
B. Deferral/denial (Chapter 2.D & E)                                                                           ON-SITE
1. How many applications have been deferred ___ and/or denied ___YTD in the current contract?

Response
2. Provide grantee deferral list and include the reasons for deferral by percentage.
Response
3. DOA staff:  Review selected files from grantee deferral list (minimum of 20%).
DOA Response
C. Applicant appeal process (Chapters 2.E.2)
1. Provide a copy of your current applicant appeal procedures.  
Response
2. Used for:  Deferral of service ______ (yes, no); Denial of service ________(yes, no); Other (specify below).
Other 

3. Number of appeals (from beginning of last contract year to-date):  xx
4. How many of these appeals were upheld:  xx
D. Quality control system (Chapter 2.F)                                                                      ON-SITE
1. Provide a copy of your ‘documented quality control system.’
Response
2. DOA staff:  Review the Weatherization Program complaints log and identify:
a) Number of complaints:  xx
b) Type: _______________________________________________________
c) Time period to resolve:  _________________________________________
E. Open records/public records (Chapter 2.J)
1. Describe how you handle requests for “complete public access” to records relating to the weatherization program.

Response
F. Limited proficiency customers (Chapter 2.K)
1. What mechanism does the grantee use to communicate orally with people with limited English proficiency?
Response
G. Conflict of interest policy (Chapter 2.L)
1. Provide a copy of the grantee policy (as described in Chapter 2) that you keep on file to deal with potential conflicts of interest; or provide a specific reference for the Financial Policy document requested in Part 6.C.
Response
2. Did the governing body approve it? Yes/ No   If, 'yes,' indicate date: xx-xx-xxxx
H. Weatherization of rental units (Chapter 3.B)
1. Provide a copy of your Rental Housing Plan.

Response
2. Have there been any changes since the last administrative review (or since it was approved)?
Response
3. Provide a copy of your Rental Agreement.
Response
Part 3.  Outreach & eligibility
A. Purpose/other

1. This part focuses on compliance with Weatherization Manual Chapter 4 requirements.
B. Intake & workflow process                                                                                         ON-SITE
1. Identify counties in which the grantee serves as the local WHEAP agency (including those outside of the weatherization service area). 

Counties
2. Use the following table to identify source(s) for potential weatherization customers and the number of applicants currently on the waiting list by county (or applicable boundary):

Response
	Table 3.1 Grantee source for applicants & waiting list #s

	List county (add rows, if needed)
	WHEAP Referral List (%)
	Walk-in (take application)

(%)
	Other referrals

(%)
	Other

(%)
	Other
(%)
	# on waiting list

	County
	
	
	
	
	
	

	County
	
	
	
	
	
	

	County
	
	
	
	
	
	

	County
	
	
	
	
	
	

	County
	
	
	
	
	
	

	Total on grantee waiting list
	


3. Identify any issues or concerns related to referrals?
Response
4. DOA staff: Review waiting list.

DOA response
5. How are applications cross-checked for previous service?

Response
6. Use Table 3.2 Grantee process for application outreach/ intake - for DISCUSSION (end of this part) to identify steps that reflect how applications are handled.  (Complete prior to review, as relevant to your situation.)
C. Outreach

1. What are your outreach/intake plans in response to funding level changes?
Response
2. Does the grantee have an outreach/marketing plan?  If ‘yes,’ describe.
Response
D.  Priority policy & implementation 
1. Provide a copy of your written service priority policy. 
Response
2. Does the policy include priorities other than what is required in the current Weatherization Manual? 

Response
3. Rank (serve first=1; use 1-5 to rank) the following according to your priority policy:

a) ___Elderly

b) ___Disabled 

c) ___Families with children under six years

d) ___High energy consumption household 

e) ___High energy burden
4. How do you implement your prioritization policy?
Response
5. How do the following areas influence the implementation of your prioritization policy in your service area?  Indicate 'NA' or describe influence.
a) Dwelling type

NA or description
b) Eligibility for PB funds.

  
NA or description
c) Other - Identify 'other' and describe influence
NA or description
E. Client files and records                                                                                               ON-SITE
1. Provide the permanent intake/disposition log of all weatherization applicants for review by DOA staff.
Response
2. Does the grantee retain all applications, eligible or ineligible?
Response
3. DOA staff: Review permanent intake/disposition log for required information:

	Table 3.3 DOA staff: Permanent intake/disposition log required information (Chapter 4.B.3)

	
	
	
	
	

	Head of household name and social security #
	
	
	
	

	Application date(s)
	
	
	
	

	Disposition of the application
	
	
	
	

	Assignment of Unit ID# to all eligible applicants
	
	
	
	


4. How are files (including WisWAP files) maintained that were created (Chapter 4.F):
a) On or after September 30, 1993 - Paper files? 
 
Response

b) On or after September 30, 1993 - WisWAP files?
Response
c) Prior to September 30, 1993?
Response
d) How is the confidentiality of client records maintained?
Response
	Table 3.2 Grantee process for application outreach/ intake - for discussion (rev.02/06)

	INSTRUCTIONS:  Complete prior to review, as relevant to your situation. This table is used to discuss how the grantee conducts outreach activities.

	Area #1:  Indicate 'same' if applicable: Use Response column to identify counties/areas for which response applies; or indicate here that processes are the same for your entire service area.

	Home Energy Plus Program application
	Response (& applies to…)

	A-1
	Serve as the local WHEAP agency.
	Yes (all or ?)/ No

	A-2
	Use WHEAP referral list – How does grantee decide which cases to use for potential weatherization services?
	Yes/ No; Process

	A-3
	Assist household w/completing HE+ application, verify & certify eligibility.
	Yes/ No; Process

	A-4
	Other
	Yes/ No; Process

	
	
	

	Weatherization supplemental application
	Response (& applies to…)

	B-1
	At what point (and how) is the Weatherization supplemental application provided to potential customers?
	Process

	B-2
	Verify Home Energy Plus Program certification/ application completeness & customer eligibility
	Process

	B-3
	Verify Weatherization Supplemental application completeness & customer eligibility 
	Process

	B-4
	Verify eligibility of dwelling unit
	Process

	B-5
	At what stage is the application information entered into WisWAP as a building?
	Process

	B-6
	What is the process used by grantee to notify the applicant of eligibility (or reason for ineligibility & Appeal Process) and (if eligible) estimated date of service?
	Process

	B-7
	Other
	Process (or yes/ no)

	
	
	

	Priority assigned & audit scheduled
	Response (& applies to…)

	C-1
	At what stage is the application prioritized for service?
	Process (or yes/ no)

	C-2
	At what stage is the audit scheduled?
	Process (or yes/ no)

	C-3
	How are priorities maintained?
	Process (or yes/ no)

	C-4
	Other
	Process (or yes/ no)

	
	
	


Part 4.  Property
A. Purpose/other

1. This part focuses on equipment, tools, materials and inventory (chapters 5, 6, 7, and 9).
B. Property - Records (Chapter 7.H)                                                                                    ON-SITE

1. Does the grantee keep the required records (see Table 4.1, end of this part, for list) for all non-consumable equipment and tools?  

Response
2. Provide records as requested.

3. DOA staff: Verify this information for several items.  Use Table 4.1 DOA staff: Property checklist.
DOA response
4. Surplus equipment (Chapter 7.H)
a) Does the grantee have any surplus equipment on hand? (List)
Response
b) Is there a plan for disposal?
Response
4. Required equipment (Chapter 6)

a) Are records present and is scheduled maintenance up to date for required equipment?  Complete Table 4.2 Required equipment - Inventory & Maintenance, (end of this part).
Response
b) DOA staff: Verify information provided by grantee.   DOA response
C. Consumable materials (Chapters 5 & 7)                                                                         ON-SITE
1. Consumable materials are defined in the Weatherization Manual (7.J) as “materials that are difficult to measure on a per-home basis and for which the unit purchase quantity may be used in more than one home, for example, roofing nails, turpentine, push points, etc. Consumable materials do not include supplies such as dust masks, knife blades, etc.”

a) Does the grantee use a cost allocation system for consumable materials?  If yes, describe.

Response
b) Describe the procedure used to handle consumable materials?

Response
NOTE - FOR USE BY DOA STAFF

	Table 4.1 DOA staff: Property checklist

	
	ITEM:  
	Yes/ No/ Comment

	1
	Description, including model #, serial # or other identification.


	

	2
	Source of funding.
	

	3
	Acquisition cost & date.
	$                           Date:
	

	4
	Location, use and condition of property.

	

	5
	Individual to whom property is assigned:

	6
	Maintenance plan for all vehicles and records of maintenance completed.
	

	7
	Power tools and power equipment with maintenance needs.
	

	8
	Disposition date, method and amount received.  Date:

	$

	
	
	

	

	
	ITEM:  
	Yes/ No/ Comment

	1
	Description, including model #, serial # or other identification.


	

	2
	Source of funding.
	

	3
	Acquisition cost & date.
	$                           Date:

	4
	Location, use and condition of property.

	

	5
	Individual to whom property is assigned:
	

	6
	Maintenance plan for all vehicles and records of maintenance completed.
	

	7
	Power tools and power equipment with maintenance needs.
	

	8
	Disposition date, method and amount received.  Date:

	$

	


	Table 4.2 - Required equipment - Inventory & Maintenance

	
	Minimum Required Equipment
	#
	List type or equivalent
	Maintenance records available & up-to-date

	1
	Instrumented Air Sealing*
	
	
	

	a
	Blower door
	
	
	

	b
	TI-86 calculator or approved
	
	
	

	c
	Digital manometer
	
	
	

	d
	Smoke generating equipment
	
	
	

	
	
	
	
	

	2
	Heat System Analysis*
	
	
	

	a
	Combustion analyzer
	
	
	

	b
	CO testing capacity
	
	
	

	c
	Draft gauge or manometer
	
	
	

	d
	Heat exchanger leakage testing
	
	
	

	e
	Ammeter
	
	
	

	f
	Gas leak detector
	
	
	

	
	
	
	
	

	3
	Other
	
	
	

	a
	Infrared camera(s)
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


INSTRUCTIONS:
A.  Grantee complete:

· # of items (if more than one, then insert additional rows, if needed)

· Are records present? 

· Is scheduled maintenance up to date? 

· Provide maintenance and other records, as requested by DOA staff.




*Minimum required diagnostic equipment – Wisconsin Weatherization Field Guide

NOTE:  List is not all-inclusive.
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